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I. INTRODUCTION

The following report is a summary of the cost and funding studies
supportive of the related investigations into the development and imple-
mentation of western interstate bibliographic network capabilities
presently being conducted by the Western Interstate Commission for
Highee Education (WICHE), under Grant No. G 00 7500741 from the U.S.
Office of Education (USOE). This report covers the activities during
the third quarter of this project, January 1976 through April-1976.

In order to acquaint the reader with the objectives of these
studies, the goals of the project, as stated in the proposal and as
interpreted by the project stafT, are summarized as follows:

A. To determine representative costs of library
services without network support: Examination
of costs in technical processing and interlibrary
loan as collected in 100 libraries (state, academic,
and public} will be used to develop cost estimates
of current services for planning purposes. In

addition, twelve case studies will yield detailed
cost information on processing and ILL activities.

B. To estimate the cost of network services: This
aspect of the study is intimately connected with
the Council of Library Resources project, initiating
the design and development of a western interstate
bibliographic network, currently underway at WICHE,
which addresses the current and long-range network
needs and resources in the West. Tasks included
withiwthis goal are the examination of service
costs and the development of cost models for future
networK service alternatives.

C. To examine and recommend equitable programs of
financial sue.ort for interstate biblio ra hic
network capabilities in the West: Based upon the
eventual character of the still evolving network
of products, services and organizations within the
West, provide decision-makers within the library
community (consumers of network services) with
guidance on funding issues and alternatives, and
assistance in assessing various network services.

These studies are being conducted concurrently with the network
design and development study funded by the Council on Library Resources.
Much of the endeavor is common to both projects. For this reason, the
reader is urged to refer to the quarterly reports of the CLR project
for additional information.

Previous quarterly reports of the cost and funding studies summarized
sampling approaches and methodology, planning data collection from the
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seventeen Western states and British Columbia, analysis plans, survey data
collection methodology, data processing, and survey instrument design* For
background,.the reader should consult earlier quarterly reports of these
studies.

II. PROJECT 'MANAGEMENT AND STAFFING

Ms..Maryann Duggan, director of the WICHE Continuing Education and
Library Programs announced her retirement as of July 15, 1976. Effective
May 1, 1976, Ms. Eleanor Montague, project director of this grant and
its sister project on network development funded by CLR, officially
assumed the duties of Program Director. Ms. Montague will be responsible
for all of the duties formerly performed by Ms. Duggan, including the
function of principal investigator for this, and the CLR, project.

During this quarter, Ms. Duggan devoted 25% of her time, and Ms.
Montague, 10% of her time, to this project, primarily in project-review,
planning, and administration. Ms. Maryann Kevin Brown, the cost and fundino
analyst for this project, spent 100% of her time on project tasks, including
site visits to the twelve case studies; data collection at the Pacific
Northwest Bibliographic Center (PNBC); analysis of PNBC data; securing
adequate response to survey invitations; and planning analysis methodology.
Ms. Anita McHugh, research assistant for these studies, devoted .5 FTE to
sampling, programming, quality control and follow-up for the survey
questignnaire; isSuance of questionnaires; assisting libraries in completing
the questionnaire; and supervising the keypunching of the survey data.
Due to the demands of the project during this and the forthcoming quarter,
Ms. McHugh began devoting .75 FTE to these studies, effective April 16, 1976.
5ecretarial support for the project was provided by Ms. Lodise Martin,
who devoted 10% of her time. She will leave the project August 1, 1976 to
attend graduate school at Indiana University.

The new name taken by the WICHE Continuing Education and Library Resources
Program represented a milestone of this quarter. The program is now named
WILCO -- Western Interstate Library Coordinating Organization. WILCO is
the general name Tor the intgrated -WICHE program, encompassing continuing
education, resource sharing, and library and information science research.
WILCO will be used to refer to all program areas of the integrated WICHE
Library Program. Thus, WILCO will be used in place of the term "Western
Network" that has been used recently in reference to part of the total
program -- the two grart projects funded by CLR and USOE. The new name
clearly reflects the facilitating and coordinating role anticipated-for-
the WICHE program. The WILCO program'combining education, research and
network coordination, will be restructured during the coming fiscal year
to optimally meet the needs of the Western states and further the research
and operational goals of the organization. WILCO is governed and funded
by the Western Council of member state librarians. WILCO represents a
unique platform for coordinating, facilitating, communicating, and experimenting
in the West, providing the region with an objective clearinghouse for
information and a staff skilled in addressing resource sharing, continuing
education, and cooperative planning problems.
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III. PROJECT ACTIVITIES AND MAJOR FINDINGS

The major impetus of this quarter was the commencement of the Survey
of Costs in-Technical Processing and Interlibrary Loan involving cost.
data collection in 100 libraries in the 17 western states and British

Columbia. Requisite to this survey was the final approv'al of the
data collection instruments and the sample selection.. Twelve of the
100 participants have been invited and have agreed to participate in an
in-depth analysis of technical processing and interlibrary loan costs.
Examination of costs incurred'at the three bibliographic centers in
the West -- the Bibliographicll Center for Research (BCR), the California
State Library Union Catalog (CSLUO and the Pacific Northwest Bibliographic
Center (PNBC) .-- continued with a thorough exaMinatiOnbf cOSt'data
collected from PNBC. Further criteria were established as foci of
the funding issues to be addressed by these studies.

PROJECT PLANNING AND SCHEDULING

Project staff over this quarter, and previous quarters, have
continually reviewed and revised project scheduling to optimally meet
the proposed objectives of these studies. Priorities have been

adjusted as necessary to meet project goals and to be consistent
with-the schedule of cooperating organizations. For example, the

evaluationof the Pacific Northwest Bibliograbhic Center was conducted
in advance of our original schedule in order to collett data which the
PNBC Board of Directors believed necessary for policy decisions which were

under tonsideration. In addition, site visits conducted of the 12
case studies were scheduled according to the individual calendars of
the twelve libraries. Changes in schedu;e also reflect delays in
certain project activities. Securing 100 libraries to participate in

the Survey of Costs in Technical Processing and Interlibrary Loan
has extended beyond our original time estimates. For his reason,
analysis of the survey data and case study data is expected to be completed

during the coming quarter.
In order to focus on the status of the project, and the necessary

work to be completed to achieve the expressed goals of these studies,
a program for completing the current Cost and Funding (USOE) project

was formulated. A summary of this program appears in Appendix A. A

set of ten products is planned as the necessary outcome for successful
completion of the specified project goals. These are:

1. A bibliography of ensting cost data and methodology.
2. The ten data colleC.ion instruments for the Survey

of Costs in Technical Processing and Interlibrary Loan
3. The sample design and procedures employed in the sampling

for the Survey of Costs in Technical Processing and
Interlibrary Loan.

4. Programs and documentation of the costing analysis used
for the Survey of Costs in Technical Processing and
Interlibrary Loan. .

5. Summary of present-costs in technical processing and
interlibrary loan for the seventeen Western states
and British Columbia.

7
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.6. Summary of costs at the,three biblicigraphic centers
BCR, PNBC and CSLUC -- and the two

automated systems -- BALLOTS and the
Washington Library Network (WLN).

7. A research paper on cost models to estimate
alternative network costs to the suppliers
of potential network services.

8. A research paper on fundihg policy alternatives
and evaluation of potential funding structures,
documenting current policies, economic theory,
issues of funding, and addressing the funding
al:ternatives available to the West.

9. A research paper assessing alternatives for
network services, providing the mechanism,
and considerations to be examined, by libraries
and institutions (consumers).

10. The final report of the Cost'and Funding Studies.

Included in the Program plan is the schedule for completing these products.
The reader should note that in outlining this program there is a clear
distinction drawn between the various audiences to which this project
is directed,: The consumer, the funder, the producerand_supplier.
,Throughout'these studies, there has been a significant attempt to address
the diverse needs for, and varying impact of, hetwori< services upon each.

B. SAMPLE SELECTION AND SURVEY PARTICIPATION

The Survey of Costs in Technical Processing and Interlibrary Loan repre-
sents a fundamental step toward the determination of present library costs
without network support (Goal A). The survey is predicated upon a sample of
100 libraries. (academic, public, and state) from the 17 western states and
British Columbia. The random stratified proballility sample employed for
the selection of these libraries was designed by Mr. Vernon E. PalMour of the
Public Research Institute. The original selection of libraries followed
the outlined scheme below:

Type of Library Sample Size Number of
Case Studies

Academic Libraries

Large

(over 900,000 vols.)
20 2

Other 21 3

Public Libraries

Large 10 . 1

Other Regional 10 2

Other 22 2

State Libraries 17 2

TOTAL 100 12
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As discussed in the second.quarterly report Of this project, this
sampling approach was agreed upon only after thorOugh evaluations and dis-

cussion of alternative sampling methJdologies and examination of the desired

outcomes of'the survey. Each stratum was carefully defined and certain

exclusions were necessary. The reader should refer to Appendix B for

these definitions.

During the current quarter, a further refinement was made to the
sampling formula. .The original sample design (outlined in earlier quarterly
reports) allocated 18 libraries to the Other Regional Library stratum,

rather than the presently allocated 10 libraries. Due to this adjustment

of the sample, as well as the unusUally large universe size of the Other.
Public stratum (estimated to be 1,483 libraries), it was concluded that
a better appropriation of the case studies would be to decrease the origi-

nally specified two case studies in the Large Public Library stratum by one
and increase the number of case studies to be selected from the Other Public

Library stratum to two.

Additional changes were necessitated during the imvitation process.
In instances where every library within the stratum was asked to participate
(i.e., the large academic and state library strata) in the survey, there
were no available replacements within that stratum for libraries declining

participation in the survey. Six libraries within these strata (4 large

academic libraries and 2 state libraries) were unable to participate.
The six positions were, then, reallocated across other strata. These were

evenly divided between academic and public libraries to maintain the even
balance of the original sample. The revised sample appears as follows:

TYPE OF LIBRARY SAMPLE SIZE

Academic
Large 16

Other 26

Public

Large 11

Other Regional 10

Other 22

State 15

TOTAL 100

The increase of -The Large Public cell from 10, as proposed, to 11
occurred as a result of over-selection to insure a complement of 100
libraries in the sample. This does not in any way jeopardize the validity
of the sample, but does change the allocation of selected libraries across
the three public library strata.

9
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Invitations were issued to the original sample of 100 libraries on

March 1, 1976. Invitation letters, one for survey libraries and one for

case studies, appear in Appendix C. The original character of this sample

allocated across the 17 western states and British Columbia appear-, in

Table I, Appendix D. Table II, Appendix D, details the response rate ta

this first invitation according to stratum. As is apparent in this table,

affirmative response rates were lowest in the Other Academic and Other .

Public strata. Reasons given by declining libraries included limited man-

power to complete such a survey or limited size which would not be

exemplary of the stratum. Further, several declining institutions parti-

cipated in central processing cooperatives and, thus, believed information

.necessary for the survey would not be available. As is reflected in

Tables III and IV, of Appendix D, several iterations were necessary to

achieve a full sample of 100 libraries for participation in the Survey of

Costs in Technical Processing and Interlibrary Loan. Some attrition also

took place after issuance of the questionnaire. A total of 194 invitations

were issued. As of May 20, 58 invitations were outstanding. In order to

secure responses, all invited libraries were contacted by telephone, where

possible. Additionally, the assistance of the state librarians in many of

the western states was solicited. This proved particularly helpful in

guaranteeing the participation of the smaller public libraries.

Table V of Appendix D, details the presently constituted sample across

the 17 states and British Columbia. A complete list of the participating

libraries appears in Appendix C. Starred (*) libraries represent the

case studies in the sample. These libraries were selected from the 100 par-

ticipants based on the following criteria:

- geographical distribution,

- level of automation, and

- extent of manual operations.

Of the original 12 libraries invited to participate as case studies, 10 were

able to do so. Two successive iterations were necessary before securing

a full complement of 12 libraries.

C. The Survey of Costs in Technical Processing and Interlibrary Loan

During the third quarter, the quetionnaire to be used in the Survey

of Costs in Technical Processing and Interlibrary Loan (Form #2) was

finalized. This is to be completed by the 88 non-case study libraries.

The purpose of the survey instrument was to focus on those gross cost areas

which may ultimately be affected by network service support. The instru-

ment was also designed to incorporate data elements that would yield in-

formation on patterns of cooperation, regional resources, and the impact

of present levels of network development. This survey instrument divided

logically into three major parts, representing 10 subdivisions; these are

outlined on the following page:
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General

I. Structure: An examination of the general structure of the
library, including the number of branches and bookmobiles
maintained by the library and the library cooperatives to
.which the participating library may belong.

II. Holdings: Volumes and titles represented in the library's
holdings,growth of collection, types of materials held, and
participation in a union catalog or.list are the focus of
this section.

Costs

III. Staff: The subject of this section is staffing patterns and
total salary expenditures by the library in technical pro-
cessing and interlibrary loan, as well as administration.

IV. Processing and Reference Support: An examination of the sup-
port services and products which the library uses to increase
volumes processed.

V.. Equipment, Communications, and Related Supplies: The focus
of this section is upon copying equipment and communication
equipment, supply and communications costs.

VI. Current Year Budget: A breakdown of the library budget into
categories of costs according to the departments which are
subjects of this survey, including those costs examined in
Sections III, IV, and V, is requested in this section.

Volume Data

VII. Regional Libraries, Regional Resource Centers, and Centralized
Processing Agents: This section is directed to those libraries
in the survey who provide services to other libraries. Speci-
fically requested are the services provided and the reimburse-
ment the library receives for these services.

VIII. Acquisitions: This section examines the characteristics of the
current acquisitions of the library and the corresponding
statistics.

IX. Cataloging: The subject of this section is the characteristics
of cataloging throughput and the corresponding statistics.

X. Interlibrary Loan: This section pertains to interlibrary loan
functions, both borrowing and lending, and the relevant data on
interlibrary loan patterns.

11
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This instrument, as well as those mentioned throughout this report, have
been reviewed by the Project Evaluator, Mr. Ronald Miller, and the Con-
sulting Statisticial, Mr. Vernon E. Palmour of the Public Research Institute.:A' -
The final version of the questionnaire has been previou.sly submitted to
the U.S-. Office of Education. Due to its.length (25-pages) the instrument
does not appear as a part of this report. Twenty to thirty copies have
been distributed to library leaders in the West. The availability of the
questionnaire has been advertised in the WILCO Newstetter and WILCO presently
plans to offer the costing programs, questionnatres, and evaluation as part
of its ongoing program.

As of May 20, 25 percent of the questionnaires had been completed and
returned. From these completed questionnaires, those data elements which
would necessarily need revision in tile event the questionnaire was re-
fielded have been detected. Primary difficulties occurred in holdings
counts, the determination of FTE (full-time equivalencies), allocations
of staff across functional areas (e.g., acquisitions, cataloging, etc.) and
consideration of regional support given by state a'nd regional-librartes
to which the questionnaire is addressed. Without a customized data collec-
tion instrument directed to an individual library, local, peculiarities are
not adequately addressed. 1,--W7s shortcoming is inherent in any instrument
desi0101 for survey use. In the instrument design, orie of the major con-
cerns was to-maintain an adequate balance between specificity and univer-
sality. Due to the varying characteristics, and the diverse procedures
of each of the libraries participating in the survey, addressing each and
every unique operational area would be impossible. However, we have at-
tempted to address those particular issues that might affect cot. -One
should keep in mind the importance of maintaining comparability in a sur-
vey of this size.. However, this insistence upon uniformity of data elements,
overlooks the wide variances in operations a particular library may have.
We were able to accommodate wider ranges of variances in the cast studies
because of the separate analysis each library will receive.

In future use of the questionnaire, tlILCO intends to revise and correct
those difficulties which are soluble. Additionally, by tailoring the
questionnaire for a particular stratum or a particular segment of the

. library universe, certain of the drawbacks presented by'survey use are
-avoided. A subsidiary benefit of the questiornaire was the change in
statistics-keeping by Several participating libraries who determined data
presently collected was inadequate and that the survey had provided them
with some valuable insights into data requirements..

In designing the questionnaire, utmost cunsideration was.given to main-
taining consistency with other library data collection endeavors. Thus,
the questionnaires used by the Library General Information Survey -(LIBGI,S)
and the Higher Education General Information Survey,(HEGIS), as well as the
data presently collected by the state agencies of the West, were scptin-
ized for possible utilization. Wherever possible, conformity to the' data
elements used by these agencies was preserved. Discrepancies occured only
where it was necessary to gather a different type of count for estimation
of workload and concomitant staffing requirements.

12
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Analysis output tables for the Survey of Costs in Technical Pro-
cessing and Interlibrary Loan have been finalized from the data col-
lected via the survey; the following types of information will be derived:

a. Holdings Distribution: by type of holding (i.e. book-
stock, periodicals,, etc.) showing the average number

of titles, volumes and volume-to-title ratio and
growth in holdings.

b. Staffing_Distribution: by type of employee (i.e. pro-

Te-Ssional librarian, library assistant, etc.) for
the entire library, showing average number of FTE,
salaries, salary per FTE and fringe benefits.

c. Processing_and Reference_Suppprt: a list of library
.functions which are wholly or partially done outside
the library (e.g. bibliographic center support for ILL)

showing the average annual volume, annual cost and

cost per volume.

d. Unique CoTEuter Support: a list of computer systems

in use by the 100 survey libraries, showing the Cost

of development, annual average costs, functions ti,e

system handles and the library priority.

e: Equipment and_Communications Costs: showing the average

annual cosi of copying and COmmunications equipment
(i.e. Telex, teletype, CRT., telephone, etc.).

f. Budget and Expenditure Patterns: a list of budget
categories (i.e. staff, materials, etc.) showing
average budget, increase over last year expenditures,

and percentage allocated to administration plus the

four departments under study.

g. Regjonal Libraryjummary: a series of tables showing

1) Che types of services provided by regional libraries;
2) the characteristics of interlibrary loan traffic

(i.e. filled requests, forwarded requests, etc.);
3) regional catalog size; and 4) the characteristics
of reimbursement for regional services.

h. Acquisitions: a series of tables including departmental

6udgel patierns and staffing distribution for the entire
library plus tables showing characteristics of ordering
(e.g. type of material, standing orders, gifts, retro-
spective collection development, etc.).

i. Ca,tajoging: a series of tables including departmental
budget patterns and staffing distribution for the
entire library plus tables showing cataloging patterns,
cataloging source information lag time and backlog.

j. Interlibrarv_Loan':-a series of tables including de-
paFfMen-tal budgef patterns and staffing distribution
for the entire library plus tables showing I) average
success at filling interlibrary loans; 2) time to
fill a loan from various sources (e.g. local source,
or a bibliographic Center); and 3) characteristics
ot

13
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This series of tables and outputs will be used as input to the cost-
impact analysis tasks scheduled for the coming quarter. Additionally, the
information will provide indicators of resources available, level of in-
state network development and extent of resource sharing in the West.

Procedures and computer programs to manipulate the raw data are under
development. The OSIRIS (University of Michigan) programs are being used
for basic data manipulation. Programs are being written in Fortran to
format outputs. Procedures and programs have been generalized and modulari-
zed for ease of use in the future by other organii.ations or ljbraries.

D. Case Studies in Costs of Technical Processing and Interlibrary Loan

As discussed in Part B of this section, 12 libraries of the 100 se-
lected in the sample were invited to participate in these studies as case
studies. There are:

Large Academic Libraries

University of Colorado
University of Nebraska

Other Academic Libraries
Laramie County Community college, Wyoming
Linn-Benton Community College, Oregon
Navajo Community Lollege, Arizona

Large Public Libraries
Seattle Public Library, Washington

Other Regional Libraries
Parmley Billings Library, Montana
Washoe County Library

Other Public Libraries
Clearwater Memorial Library, Idaho
Santa Clara City Library, California

State Libraries
South Dakota State Library
New Mexico State Library

Each case study was required to complete the In-Depth Case Studies
of Costs in Technical Processing and Interlibrary Loan questionnaire (Form
#3) which is a lengthier version of Form 4'2 (discussed in Part C) requiring
additional detail on building facilities and procedures. Also, each of
the 12 case studies is collecting data on staff time and volume throughput
in technical processing and interlibrary loan over a three-week period. The
instruments used in this data collection are:

1 4
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Pcquisitions.Activity Sheet (Form #4): A log sheet main-
tained by each-staff member involved in the acquisition
function monitoring the time spent on 29 specified 'activities
and the volume throughput for each activity.

Cataloging Activity Sheet (Form #5): A log sheet maintained
by each staff member involved in cataloging functions. Fif-

teen specific activities and the volume throughput for each
are monitored.

Serials Activity Sheet (Form #6): A log sheet to be main-
tained by staff members involved in the processing of serials.
Twelve specific activities and the volume throughput for each
are monitored.

Interlibrary Loan Activity Sheet (Form #8): A log sheet to
be maintained by staff members involved in ILL activities.
Twenty-five activities, divided among borrowing and lending
tasks, have been specified for tracking staff time and volume
throughput

These activity sheets and the corresponding list of task definitions
appear in Appendix E. Due to the length of the background questionnaire
(35 pages), we have not included it in this report. However, this question-
naire received the same distribution as that of the Form #2, and its
availability has been widely publidized.

Many of the activities were selected for inclusion in these activity
sheets due to their likelihood of being impacted by networic services.
Thus, activities are not comprehensive, but limited to the focus of our
study. Within technical processing and ILL the definitions of the
activities do not necessarily provide a full scope of the sub-tasks in-
volved in the activity. The sheets are designed to provide a platform
upon which each library can base the data collection. The instruments
are intended to be as flexible as possible in order to accommodate the local
procedures of any library participating as a case study. For this reason
adaptations to the instruments were made in the field in order to adequately
reflect the activities of the individual library. In this manner, the
instrument could be used to accurately portray the staff allocations to
processing activities, without requiring staff members of the library
to conform to the activities of the instrument. By allowing for this de-
gree of freedom in the US2 of the activity sheets, we hope to avoid
skewing the data collected. Since the analysis of the data submitted
by each case study is to be performed separately, we avoid any necessity
of having to make the data "uniform" for each institution and, thereby,
insure that the unique procedures of any library are not overlooked.

A site visit of each of the case studies was conducted by the Cost
and Funding Analyst for this project. The purposes of these site visits
were to inform staff of the objectives of the study, resolve beforehand
any problems that might arise during data collection, and instruct staff
in data collection procedures. The technique of the site visit served
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remarkably well in upgrading the quality of the data collected and in

diminishing the need for further clarification. Additional benefits of
the site visits were accrued to this project. The project was the subject
of an article in the local Billings, Montana newspaper during the site

visit of the Parmley Billings Library. Further, at each of the 12
libraries, the staff members of technical processing and interlibrary loan
were able to suggest potential revisions to the instruments. Certain
activities that were not included in the instruments were brought to our
attention. Fnr instance, in the Interlibrary Loan Activity Sheet (Form #7)
the task of searching the library catalog was inadvertantly omitted.
Additionally, many of the library staff felt the categories were too
large and should be broken into sub-tasks. There were compliments on the
format and on the thoroughness of the activity lists within the instruments.
The site visits, thus, provided the project with a clearer awareness of
the strengths and weaknesses of the activity sheets and provided directions
necessary for future revision.

Eight of the case studies have already completed the three-week data
collection interval. These data are presently being reviewed.and will
be entered into the analysis programs established during the Idaho Pre-Test.
In addition to the inclusion of the background information provided by
the case studies (which will be utilized in the same manner as the survey
data) each case study will represent an individual study of costs. The
tables to be a part of the output of these data include:

- Supply and Equipment Overhead: A table'showing the various
supplies and equipment used for activities within the de-
partments urd.: study and their averagecost per FTE
staff and/or item processed through the department

- Summary of Overhead Cost: A table displaying the total
add-on cost per hour of staff time and per unit processed
including the facility overhead, administrative overhead,
summary of supply and equipment overhead.

These summary data will act as costing components in the in-depth analysis
of each of the case studies. Through the use of activity sheets for the
four departments and the information provided on staff costs in the back-
ground questionnaire, we will be able to provide a unit time and unit
cost profile for, the various tasks Within each department and a summary of
the costs of other, wider functions (e.g., original cataloging versus
routine cataloging).

Due to the general nature of the survey of 100 libraries, these data from
the case studies will be used to detail expenditures to the sub-activities
in cataloging, acquisitions, serials processing and interlibrary loan. From
these data, then, a clearer idea of the flow of costs within particular
areas of technical processing and ILL can be derived.

Each case study-will receive for its participation a stipend of $100
(one hundred dollars). Additionally, thP library's profile (which Will be
developed during analysis) is to be supplied to each case study for plann-
ing, costing or management use.
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We will be using these data in the future to segregate costs ac-
cording to the "impactibility" of network services. Activities, such as
card production, pre-order searching, etc. will be '?.xamined for-the

potential network impact. These costs will be then weighted according
to tneir impactibility and an attempt to examine the potential costs in-
curred by utilization of network services in the individual library
should yield predictive data lor determining'the impact of networks upon
individual library operations.

E. Survey of Interlibrary Loan Traffic in the West

In addition to the survey of costs, invited libraries were asked to
participate in a survey of their interlibrary loan traffic for a three-
week period. This was an optional participation for all surveyed
libraries, but required of the 12 cast studies. Those libraries parti-
cipating in this survey are listed in Appendix F. Each of those libraries
participating inthe survey of interlibrary loan traffic was asked to com-
plete the following forms (which appear in Appendix G):

For Survey Libraries:

Interlibrary Loan Abbreviated Borrowing Transaction (Form #8A)
A single-page tracking document to monitor lag time type of
request, queried institution, and disposition of the request
for a sample of transactions recieved by patrons for materials
owned by another library

Interlibrary Loan Abbreviated Lending Transaction Form (Form #9A)
A one-page document to monitor lag time, type of request, re-
questing institution, and'disposition of requst for a sample
of transactions received from another library for material be-
lieved to be owned by the survey library.

For Case Study Libraries:

Interlibrary Loan Borrowing Transaction Form (Form #8)
An expansion of Form #8A, above, requiring staff time spent
on assistance to the patron, bibliographic verification, and
locating a lending agency.

Interlibrary Loan Lending Transaction Form (Form #9)
An expansion of Form #9A, above, requiring staff time spent
on bibliographic verification and locating the requested
material.

For this survey only author/title requests were considered. This ex-
clusion of subject requests from consideration eliminates the difficulty of

--analyzing broad subject categories, wide date ranges, and multiple document
requests. In this manner, we can maintain a control over the consistency
of data and comparability of information. For norrowing, we limited our
examination to first-pass requests (i.e., the first institution from which
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the item is requested), primarily to avoid lengthy delays in completing the
survey by monitoring transactions to their final completion. Actual fill
rates will be supplied by the background information in the Survey of Ccsts
in Technical Processing and Interlibrary Loan. All forms are to be main-
tained by the libraries for 30 days past the inception of the request or
until completion. Because of the delays in receiving responses from lending
libraries, it is suspected many of the borrowing transactions will be
pending even after the 30-day holding. Copies of the requests are also
being returned with the completed forms. This will enable us to verify the
information on the transaction logs and complete any data gaps.

The case studies will supply more information, including 3taff time
devoted to the'processing of the request. Only those activities which
were expected to yield wide variances in this time according to the type
of request are being examined on a per-transaction basis. These are:

Borrowing activities
Receiving request and assistance to patron;

- bibliographic verification; and
- determine location.

Lending activities
- bibliographic verification;
- checking catalog, locating; and
- checking serials, periodicals catalog/kardex.

The remaining activites in Interlibrary' Loan are being monitored within
the case studies from the Interlibrary Loan Activity Sheet (Form 1/7) dis-
cussed in Part C. It is believed that, though unit times vary for remaining
activities, the type of request will not greatly affect average observed
costs or times.

Sampling intervals (i.e., every one, every fifth, every tenth or every
twentieth) were determined for each institution according to the expected
number of transactions to be initiated during a three-week period. Intervals
were established to capture between 50 and 75 transactions each of borrowing
and lending. Because we used available state data on interlibrary loan and
the data available on the size of the institution to determine these' inter-
vals, samples were adjusted when our calculations of the expected number
of transactions were not accurate. In these cases, the libraries were in-
structed to contact us, so that we might establish a new sampling interval.
This has been done in about 10 instances.

A limit of 125 transactions each of borrowing and lending has been
established. This limit was set to avoid overburdening the staff of the
participating libraries, particularly the larger institutions, and re-
stricting incoming data to a manageable amount for analysis. Sampling inter-
vals also appear in Appendix 'F, as well as procedures.

Several revisions of the definitions employed or procedures were neces-
sary for some of the libraries in the sample. For those academic institutions

-whose school year ended prior to the corluencement of the survey, requests
were analyzed retrospectively where the requested data were available.
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This occured in four of the institutions participating. Expansion of the
definition of first-pass was also necessary for libraries whose ILL policy

. specified a particular institution to be queried for materials prior to
routing the request through normal ILL channels. For lihrarips which
act as switching centers, the definition of borrowing request had to be ex-
panded to include those materials whic,h these libraries borrow for other
libraries.

The data being collected for the survey of interlibrary loan traffic
wi..11 be used to determine:

volume of interlibrary loan traffic in the West;
concentric circles of interlibrary loan borrowing and

lending patterns in the West;
- the impact upon ILL patterns of bibliographic centers

and the present level of network development;'and
- availability of location and bibliographic information and

the impact of that availability on ILL patterns.

The analysis of these survey data will be performed after the completion
of the cost survey ,data since the ILL data collection extends into the
month of June.

F. The Pacific Northwest Bibliographic Center

As a part of these studies, WICHE was charged with an examination of
present costs incurred at .the three bibliographic centers in the West --

the Pacific Northwest Bibliographic Center (Seattle), the Bibliographical
Center for Research (Denver), and the California State Library Union Catalog
(Sacramento). During this quarter, the Pacific Northwest Bibliographic
Center (PNBC) was studied for cost and interl'ibrary loan information. The
Center provided to this staff invaluable assistance.

During the month of March, 1976, data collection at PNBC was initiated.
The purpose of the data collection was to:

- summarize existing cost and statistical data;
- identify and complete any data gaps; and

examine interlibrary loan traffic patterns.

The preliminary examination of PNBC data included the following sources:

Operating budgets including detail on expected costs for
salaries and fringe benefits, communications, delivery,
postate and facility overhead, along with supply and
equipment costs;

Expenditure reports with the same detail as that of the
operatingliiUget; and

- Summary of staff costs and timP. across functional area of
activity within PNBC.



In analysis of costs volunteer time was also examined, using estimated
replacement costs. This assisted us in assessing true costs of the biblio-
graphic center. Further information from the Center is forthcoming. This
includes capital investment costs in eeuipment, such. as TWX, and the correspond-
ing dates of purchase and predicted replacement dates. Additional time
observations taken by PNBC staff after our site visit are also to be in-
corporated into our analysis..

Since PNBC represents a substantial amount of information on the
interlibrary loan traffic patterns of the Pacific Northwest, the examination
also included an investigation into transactions and the nature of the
union catalog maintained by PNBC. Incoming requests were examined for
publication date distribution. A sample of the union catalog was examined
for date distribtution, location distribtuion,subject areas, along with
locations per entry size of file, cards per entry, etc. Further data is
presently being collected on incoming requests to refine the information al-
ready gathered.

In assessing the data necessary for the project, we also attempted to
present the data that might assist PNBC to formulate funding strategies
and evaluate them the existing data.

A preliminary draft report has been submitted to the Director of the
Pacific Northwest Bibliographid Center. After this review, we hope to in-
coporate any changes she might suggest and release the report during
the month of June.

G. Related Activities

During the third quarter, the CLR-funded project sponsored its first
Steering Committee meeting to examine the directions and priorities of that
project. At that meeting, an Executive Board was elected; the members of --

this Board are:

Vince Anderson, State Librarian, South Dakota
Joanne Arnold, Acting Chancellor, University of Colorado, Boulder
Gerald Rudolph, Dire,..:tor, University (:)f Nebraska Library
Roderick Swarta, State Librarian, Was)lingtop
David Weber, Director, Stanford Libraries 1,

r.;.ring meetings of the Bibliographic center i'141network directors held
.by WICHE in Dehver on March 2-3, the group suggested:7-the role of the library
program could include aiding existing library netwOrks and bibliographic
centers in the .West by providing a means for interstate and inter-regional
communication, coordination, -facilitation and experimentation through
activities such as:

- assisting in the development of regional machine-readable data
bases

- stimulating exchange of machine-readable records among bilio-
graphic centers

- working toward lower telecommunications costs
- assisting in the development of interlibrary loan protocols

and equity of fundinq
- offering a forum for inter-regional network planning
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- facilitating access to sources of objective technical expertise
- collecting, analyzing, reporting and maintaining pertinent library

planning and development use.

At a joint meeting of the Western Council of State Librarians (the
governing countil of the WICHE Continuing Education and Library Resources
Program) and the Executive Board, a presentation of the current status
and future plans of the Cost and Funding Studies was made. Among further'
activities of this meeting, the Western Council voted to award matching
funds for the presently proposed grant entitled "A Proposal to Develop
and Demonstrate A Statistical Data Base System for Library and Network
Planning and Evaluation' submitted to the U.S. Office of Education. Most
noteworthy of the accomplishments of this two-day meeting was the re-
vamping of the entire library program branch of WICHE into a cohesive
set of programs forming the Western Interstate Library Coordinating Organi-
zation (WILCO). This new org-anizati-o-ri promises to stre-rigthen the colil
tinuing education activities of the library programs, linking the current
CLR and USOE projects to the mainstream of the program and cultivating
the programs supportive role of networking in the West,as_well as re-
vitalizing the continuing education programs to address-the varied needs of
the western states. The WILCO program in WICHE is the embodiment of the
resource sharing coordinating function assumed as the responsibility of
the Western Council of State Librarians. This recognized the key positions
of the state lthrarians as being responsible for both interstate and intra-
state c8operation activities.

During this quarter, the second issue of the Western Network Newsletter
was publisheo. This newsletter appears in Appendix H and outlined in the
issue is a summary of the cost and funding studies.

IV. PLANS FOR NEXT QUARTER

As outlined in Appendix, Program for Completing The Current Cost and
Funding Study (USOE) Project, the final quarter will be devoted to the com-
pletion of all phases of the project and the dissemination of all products
emanating frormthese studieS.

On June 30 and July 1 of the coming quarter, project staff will be
meeting with the Evaluator of the project, Mr. Ronald Miller of NELINET,
and with the Consulting Statistician, Mr. Vernon E. Palmour of the Public
Research Institute. The purpose of this meetiog will be to review the out-
comes of this project and assess the products of the studies in light of
the objectives. At this time the project's funding consultant (not yet
named) will meet with the Evaluator and the Consulting Statistician to
examine the current status of the funding study.

During this quarter, analysis of the incoming data from the survey of
costs and the interlibrary loan will be completed. A xeport of the surveys
will be issued summarizing the major findings of these surveys. A sup-
plemental report documenting the programs employed in analysis and the
analysif;. methodology will also be prepared during the next quarter.
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Data colleCted from the three bibliographic centers will be summarized
into a final report of the costs and interlibrary loan patterns reflected
in these centers.

A questionnaire to be submitted to the two automated systems -- BALLOTS
and WLN (Washington Library Network) -- will be designed and issued to the
systems. It is hoped similar data can be collected from the Ohio College
Library Center. This information will then be compiled and combined into
our study of costs.

In addition, a research paper on funding, documenting current policies,
economic theory, issues of funding, and addressing the funding alterratives
available for the West will be prepared and released during the forthcoming
quarter. The Funding Consultant for this segment of the Cost and Funding
Studies will be responsible for the following:

- assess the existing pattern of networking services support (that
is, determine how states and institutions fund network services
and then relate how institutions providing network services de-
termine their pricing structure);

- relate the impact of differing service requirements and varying
capacities of states and individual libraries for support of
such services to the potential funding strucutre of a network;

- evaluate the feasibility of network funding alternatives in
light of current trends within federal, state, and local library
fiscal support;

relate this study to other similar studies that have been done
over the last three to five years.

On July 17 the Steering Committee far the CLR grant will meet in Chicago.
At that time, a presentation detailing the status and outcomes of the Cost
and Funding Studies will be made. Additionally, on July 19 atALA, the
Cost and Funding Analyst will make a presentation to the Annual Conference
program jointly sponsored by the RTSD Technical Services Cost and'Commercial
Processing Services Committee. Ms. Brown's presentation, "Costing
Methodology:, A Look at the Cost and Process -- Alternatives in.Different
Types of-Libraries" will address costing and evaluating processing alterna-
tives in non-researr:h libraries and be based upon much of the work done
for this project.
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WILCO

PROGRAM FOR COMPLETING THE CURRENT

COST AND FUNDING STUDY (USOE) PROJECT

I. INTRODUCTION

The original proposal to the U.S. Office of Education for "Cost and Funding
Studies Concerning a Proposed Western Interstate Bibliographic Network" was

submitted in January 1975. The proposal was viewed as a companion to the CLR
funded proposal for "Initiating -the Design and Development of a Western Inter-
state Bibliographic Network."

The objectives set forth by the proposal to the U.S. Office of Education
are to determine: (I) Costs of Present Library Service:;. (II) Cost of Network
Services; and (III) Financial Support Plan for the Network.

The three major parts of the research, divided into eleven tasks, are
discussed below, including a description of the task, information to be de-
rived, and products. A proposed schedule to complete the remaining tasks is
included in Section VI.

II. COSTS OF PRESENT LIBRARY SERVICES (Part I)

Examination of costs in technical processing and interlibrary loan as
collected in 100 libraries (state, academic and public) will beused to
develop cost.estipiates of current services-for planning purposes. In addition,
twPlve e,r;P studies will yield detailed cost information on processing 'and
HA activitips. Specific tasks include:

Ta:;k 1: Coilec.t opd.reviewHexisting co.st data...and methodology:

This task (an exhaustive literature "review) was completed
during the early stages of the project. The resulting
bibliography (Product 1) appears in the First Quarterly
Report of the project. In addition, unpublished reports
and internal studies were reviewed for potential value to
that study. Relevant concepts were incorporated into
succeeding design tasks':

Task 2: Deyelop_costing methodology for survey of western libraries:

(A) Ten data collection, instruments (Product 2) were designed
to determine present coSts of library operations and to in-
vestigate interlibrary loan patterns in the western states.

Form No. 2: SURVEY OF COSTS IN TECHNICAL PROCESSING AND
INTERLIBRARY IOWMk -foriiii-Sd-en-ed-1-6
-c-o-Efh-g-66--Wiirl'in acquisitions, cataloging, serials, ma-
terials finishing and interlibrary loan. In addition, certain
aspects of staffing patterm, processing support and inter-
library loan patterns are examined.
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Fonn No. 3: IN-DEPTH CASE STUDY OF COSTS IN TECHNICAL PRO-,
CESSING AND INTERLIBRARY LOAN. This form is an expansion

- of Form No. 2 abovei which captures additional costing
components such as facility and administrative overhead, as
well.as costing infonnation necessary for the three4/eek
data collection in technical processing and interlibrary
loan to be performed during the stu'dy.

Form No. 4: ACQUISITIONS ACTIVITY SHEET. Thiform is a
log sheet to be maintained:by each staff member perforting
acquisitions tasks. Kept on a datly basis, this fo"rM
monitors the time spent and volume' prOcessed in 34 actiVi--
ties. Data will be kept on a three-week inten

Form No. 5: CATALOGING ACTIVITY SHEET. This \ .=.1og sheet

to be kept by each staff member associated with Eataloging.
Maintained on a daily basis, this form monitors 22 specific
activities..

Form No. 6: SERIALS ACTIVITY SHEET. This fonn is also a
log sheet to be maintained by each'staff member associated
with serials processing. Maintained on a daily basis, 18
specifictasks are monitored for staff time and volume

processed's.

Form No. 7AINTERLIBRARY LOAN ACT.IYITY SHEET. This log

sheet is to be kept by each staff member-associated With
interlibrary loan. Kept on a thrcc-week basis, thjs form
monitors 25 specific activities in borrowing and lending
functions Of ILL.-"

Form No. 8: INTERLIBRARY LOAN BORROWING TRANSACTION FORM.
This is a single-page tracking document to monitor lag
time, type of request, queried institution, and disposition
of the request for a sample of transactions receiVed by
patrops for material owned by another library.

Form No. 8A: INTERLIBRARY.LOAN ABBREVIATED' BORROWING TRANS-
'ACTION FORM. A shorter version of Form No. 8, above, this r5.

document does not track staff time, but does capture the
remaining elements of disposition, type, etc.

Form No. 9: INTERLIBRARY LOAN LENDING TRANSACTION FORM.
A one-page .tracking document, this monitors lag time, type
of request, requesting institution, and disposition of re-

, quest for a sample of transactions received from another
library for materials believed to be owned by the case study

library. In addition, staff time for each request sampled
will be kept on bibliographic verification and on locating
the requested material.

Form No. 9A: INTERLIBRARY LOAN ABBREVIATED LENDINd TRANS-
ACTION FORM. A shortened version of Form ,No..9, above,
this does not capture staff time;on activities for the re-
quest, but does capture other information in'Form No. 9.
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(B) A sample of 100 libraries in five strata was drawn;
invitations to participate were mailed and resampling was
done as necessary. Procedures, guidelines, problems and
rationale for the samOle design have been prepared (Product 3 ).
A list of participating libraries is separately available.

(C) From the data collected, the following types of informa-

tion will be derived:

1) Survey of 100 libraries: The information obtained from

Form #2, Survey of Costs in Technical Processing and
Interlibrary Loan, will be summarized in the following
types of tables:

a. Holdings Distribution: by type of holding (i.e. book-

stock, periodicals, etc.) showing the average number
of titles, vo7umes and volume-to-title ratio and
growth in holdings.

b. Staffing Distribution: by type of employee (i.e. pro-
fessional librarian, library assistant, etc.) for
the entire library, showing average number of FTE,
salaries, salary per FTE and fringe benefits.

c. Processing and Reference Support: a list of library

functions which are wholly or partially done outside
the library (e.g. bibliographic center support for ILL)
showing the average annual volume, annual cost and
cost per volume.

d. Unique Computer Support: a list of computer systems
in use by the 100 survey libraries, showing the cost
of development, annual average costs, functions the
system handles and the library priority.

e. Equipment and Comunications Costs: showing the average

annual cost of copying and communications equipment
(i.e. Telex, teletype, CRT, telephone, etc.).

f. Budget and Expenditure Patterns: a list of budget
categories Ci.e. staff, materials, etc.) showing
average buoget, increase over last year expenditures,
and percentage allocated to administration plus the
four departments under study.

Regional Library Summary: a series of tables showing
1) the types of services provided by regional libraries;
2) the characteristics of interlibrary loan traffic
(i.e. filled requests, forwarded requests, etc.);
3) regional catalog size; and 4) the characteristics
of reimbursement for regional services.

Acquisitions: a series of tables including departmental
budget patterns and staffing distribution for the entire
library plus tables showing characteristics of ordering
(e.g. type of material, standing orders, gifts, retro-
spective collection development, etc.).

g.
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i. Catalogin_g: a series of tables including departmental
baget patterns and staffing distribution for the
entire library plus tables showing cataloging patterns,
cataloging source information lag time and backlog.; -----
Interlibrary Loan: a series of tables including de-
partmental budget patterns and staffing distribution
for the entire library plus tables showing I) average,
success at filling interlibrary loans; 2) time to
fill a loan from various sources (e.g. local source,
or a bibliographic center); and 3) characteristics
of filled requests.

j.

2) Case Studies: In addition to the abo,e summary which
represents core data, the following information can be
displayed:

a. Supply and Equipment Overhead: a table showing the
various supplies and equipment used for activities
within the departments under study and their average
cost per FTE staff and/or item processed through the
department.

b. Summary of Overhead Cost: a table displaying the total
add-on cost per hour of staff time and per unit pro-
cessed including the facility overhead, adminiStra-
tive overhead, Amimary of supply and equipment overhead.

3) Individual Case Studies: In addition, for each case study
(through the use of activity sheets for the four depart-
ments and the information provided on staff costs) we
will be able to provide a unit time and unit cost profile
for the various tasks within each department plus a

sunuory of the costs of other, wider funttions (e.g.
original vs. routine.cataloging).

Procedures and computer programs to manipulate-the raw data
(Product 4) are under development. The OSIRIS (Univ. of Michigan)
program is being used for basic data manipulation. Programs are
being written in Fortran to format outputs. Procedures and
programs have been generalized and modularized for ease of use
in the future by other organizations or libraries.

Task 3- Visit sample libraries for data collection:

In order to further refine the gross cost data supplied by the
surveyed library, twelve lihraries are collecting*detailed
information over a three-week period on staff time and volume
throughput. To insure consistent data collection, each of the
twelve case studies are to be visited. The purposes of
these site visits are to:

- describe the purposes of the study to staff members;
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review the background questionnaire to assure accuracy
of the data submitted;

initiate data collection; and

determine any factors which would skew data.

The following case study site visits have been conducted:

University of Colorado (April 6, 8 and 14)
Clearwater Memorial Library, Orofino, Idaho (April 12)
Washoe County Library, Reno, Nevada (April 13)
South Dakota State Library, Pierre, S.D. (April 19-20)

University of Nebraska, Lincoln, NB (April 21)
Laramie County Comm. College, Cheyene WY (April 23)
Navajo Community College, Tsaile, AZ (April 26)
New. Mexico State Library, Santa Fe (April 27)
Billings Public Library. Montana (April 30)
Linn-Benton Comm. College, Albany OR (May 7)

The following visits are scheduled:

Santa Clara County Library, California (May 20)
Seattle Public Library, Washington (May 26)

Task 4: Develop cost estimates for current services:

Using the programs and methodology discussed under Task 2,
a series of cost estimates will be produced for technical

processing and interlibrary loan by sample strata and for

the West. The product of this endeavor (Product 5) will be
a compilation of cost data according to the above output

tables. Additionally, investigation into the effect upon

costs and staffing patterns of processing support services
which could conceivably be forecasted as "network" services

will be conducted.

III. COST OF NETWORK SERVICES (Part II)

This aspect of the study is intimately connected to major CLR project
tasks aimed at determining network needs and resources in the West. The CLR

project will be addressing current and long-range network needs while these
studies will examine existing network service costs and will develop cost
models for future network service alternatives.

Task 5: Review existing cost data for manual bibliographic centers
and automated systems:

The two automated systems (Washington Library Network and
BALLOTS) will be asked to supply all costing information
Presently available, along with budgeting 'data, pricing
policy and structure. Further, it is hoped that similar
information will be provided by the Ohio College Library
Center. .
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The three bibliographic centers (Pacific Northwest Biblio-
graphic Center, Bibliographical Center for Research, and
the California State Library Union Catalog) will be asked
to supply current budget, cost and throughput data.

Task 6: Based_on_designed network.services and products,' 'Conduct
costing studies for manual bibliographic centers and auto-
mated systems.

To provide-immediate-benefitfor network plannIng; project
staff will work with the bibliographic centers and systems
to fill in gaps in the present cost data and to assist
management in making funding and pricing decisions. A
survey instrument will be designed to determine such factors
as fixed and variable cost, pricing structure and policy,
effect of future demands, growth policy, etc. A compilation
of these data will provide a summary document of currently
observed total costs and indicators of increased market
costs (Product 6).

Task 7: Develop cost models to estimate costs of network services.

The objective of this task is to provide assistance to
suppliers of potential network services in determining their
future costs. By addressing such issues as expansion of
services, diversification, market share or potential markets,
demand, elasticity, marginal analysis and pricing, costing
guidelines and pricing criteria for network services can
be furthered. The product of this task will be a paper dis-
cussing these issues and suggesting methodology for estima-
ting the costs of network services (Product 7).
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IV. FINANCIAL SUPPORT PLAN FOR NETWORK (Part III)
.....

As stated earlier, thisproject.js_dependent upon the eventual character
of a still evOlving network of products, Sérvices-and-ergaoi.zons within the
West. On a generalized basis, our purpose is to provide decision-rhaters-(.con7_
sumers of network services) with guidance on funding issues and alternatives
and on assessing various network services. This set of tasks will be approached
in a manner similar to,and in conjunCtion with, the CLR funded project tasks
to idntify needs, resources and alternatives in the West.
:7.

'Task 8: Develop alternative funding schemes:

An examination of the character of funding for the already
existing networks is preliminary to developing alternative
funding schemes. (Input to this task will come from Task 6.)
A thorough evaluation of these already e;.isting funding schemes
is required to derive the best of each for use in alternative
funding strategies. In order to adequately examine the com-
plexities involved in funding, this and the following task will
utilize a funding consultant with established expertise in
the field.

Task 9: Evaluate alternative funding schemes:

The array, of fupding.policjes_must then be evaluated, utilizing
the funding expertise available to the project. Criterion to
be employed in such an evaluation include equity, possibility,
potential level of required funding, potential federal funding
legislation, and possible governance structure. The composite
result of Tasks 8 and 9 will be a research paper (Product 8) .

documenting current policies, economic theory, issues of funding,
and addressing the funding alternatives available for the West.

Task 10: Compare present library service costs withput network to estimated
future costs with network:*

This task is essential to current and future network planning in
the West: the development of models to estimate the cost of
network services. The emerging western network is in fact an
amalgamation of numerous private and public organizations that
currently supply a variety of products and services from which
western libraries may select in order to satisfy needs and desires.

Libraries and institutions (consumers) will continue to have
alternatives from which to choose as they seek to fulfill needs.
This task will supply these decision-makers with a cost model
that will give them a ba'ae upon which to make-decisions,
even as conditions and possible combinations vary.. This work
is envisioned as a research paper detailing the methodology
necess3ry to assess processing alternatives or new network ser-
viCes and in establishing guidelines for evaluating such ser-
vices (Product 9): This will provide the mechanism, and the
considerations to be examined, for the decision-making process
of that library.
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V. PRODUCTS

In summary, we plan to accomplish the objectives of these studies with the
following products

PT.POPc .. _Bibliography on-Existing _Cost_PO.t. .!1!1_.Meth.040109Y_,

Product 2

Product 3

Product 4

Product 5

Data Collection Instruments

Sample Design and Procedures

Programs and Procedures for Costing AnalYsis

Summary of Present Costs in Technical Processing and
Interlibrary Loan

Product 6 Summary of Costs at the Three Bibliographic Centers - BCR,
PNBC, and CSLUC,and the Automated Systems - WLN and BALLOTS

Product 7 Research Paper on Cost Models to Estimate Alternative

Network Costs (for the supplier)

Product 8 Research Paper on Funding Policy Alternatives and Evaluation

Product 9 Research Paper on Assessing Alternatives for Network Services
(for the consumer)

Product 10 Final Report on the Cost and Funding Studies.
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PROPOSED SCHEDULE TO COMPLETE USOE PROJECT

TASK/MONTH

PART I

Task 23

Task 3

Task

PART II

Task 5

Task 6

Task 7

MAY JUNE JULY AUGUST

Product 4

Product 5

11rProduct 6

71'Product 7

PART III

Task

Task 9

Task 10

FINAL REPORT

/Product 8

Product 9

Product



APPENDIX B

DEFINITION OF STRATA IN

SAMPLE DESIGN FOR

SURVEY OF PRESENT LIBRARY COSTS IN

17 WESTERN STATES & BRITISH COLUMBIA
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OUTLINE OF THE SAMPLE DESIGN TO BE USED IN THE SURVEY FOR THE COST AND

FUNDING STUDIES OF THE PROPOSED WESTERN INTERSTATE BIBLIOGRAPHIC NETWORK

The sample was designed to allow the collection of a great amount of

data concerning costs and interlibrary loan traffic via a survey instrument.

Larger libraries, both academic and public, represent a major portion of

those costs as well as interlibrary loan transactions to which this study

is directed. Consequently the sample is weighted towards the inclusion

of the larger institutions. Additionally, regional systems were singled out

asa'valuable source of interlibrary loan data. For these reasons the strata

follow these guidelines:

Academic Library: A library which serves a four-year university
or college or a two-year junior college or community college which
meets the criteria for listing in the Higher Education Directory
1974-75; excluding, however, institutions which are for-profit,
fi-a-de schools, exclusively graduate education, or highly specialized
institutions such as seminaries, industrial schools, etc.

Large Academic Library: Institutions meeting the criteria indi-
cated under academic and whose holdings exceed 920,000 volumes.

Other Academic Library: institutions meeting the criteria indi-
cated under academic and whose holdings do not exceed 920,000
volumes.

Public Library-) A library that,serves free all residents of a
COMP y, district orregion'i, and receives its financial support,
in w: .'e or in part, from public funds.

Large Ic Library: A public library, according to the above
classification, which is among the largest ten libraries in the
western 17 states and British Columbia. This is contingent upon
willingness to participate in the survey.

Other Regional Headquarters': A public library serving, or
housing a center which serves, a group ofindependent libraries
in two or more counties, and supported in whole or in part by public
funds from the governmental units served or from the state. This
excludes those which are considered a part of the "large public"
stratum.

Other Public Library: A public library which does not fall under
the definition of a large public or regional headquarters library \
and which holds more than 3,000 volumes.

State Library: A library maintained by state funds for the use of
state officials, and sometimes for the use -of all citizens of the state.

3 7



APPENDIX C

LETTERS OF INVIATION TO WESTERN LIBRARIES

TO COOPERATE IN COST & FUNDING STUDIES

AND LIBRARIES PARTICIPATING
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P.O. Drawer P. Boulder, Colorado 80302 (303)

E
Western Interstate Commission for Higher Education

(u.I I NI ,p1)c3lItlility vittpinyol

Februar3; 27, 1976

LETTER OF INVITATION FOR AN-ANALYSIS OF TECHNICAL PROCESSING
AND INTERLIBRARY LOAN COSTS

The Western Interstate Commission on Higher Education (WICHE) is
conducting Cost-and Funding studies to support the development and
implementation of a proposed Western Interstate Bibliographic Network.
These.studies are being sponsored by a grant from the U. S. Department
of Health, Education and Welfare, Department of Education, Office of
Libraries and Learning Resources, with support from ten state library
agencies that participate in the WICHE Continuing Education and Library
Resources Program. A copy of the first issue of the Western Network
Newsletter is attached.

The objectives of these studi-Es are:

1) to determine representative cost of present library
services without network support;

2) to estimate future cost of library services at various
levels of proposed network support;

to evaluate and compare the impact of a network upon
costs of library services; and

to examine and recommend equitable programs of
financial support for an interstate bibliographic
network in the West.

A detailed discussion of these objectives and the methodology to be used
appears in the Summary of the Cost and Funding Studies Being Conducted for
the Develorent and Implementation of a Western Interstate Bibliographic
Network which is enclosed.

We are inviting you to participate in a major component of these
studies -- an analysis of technical processing and interlibrary loan costs.
One hundred libraries of all types in the West were selected by a stratified .

random sampling process (discussed in the attached Summary) to participate

3 9



February_27, 1976
Page 2-

in the Cost Study 7- you are one Of the librares selected. Attached is
the. list of libraries in the sample.

Your participation will give us valuable data on library costs and
interlibrary sharing that can be used to profile the largerAeographic area,
predict future Costs, and evaluate the potential impact of-a variety of
network services. In addition, we trust that yOu will find the data
valuable for your local planning. A final report of the full study will
be available by Sunner 1976.

As a part of the study, you will be asked to complete a sixteen-page
questionnaire which covers library structure, holdings,.. staffing, outside
support services, in-house computer support, regional library aetivities,
budgeting, technical services statistics and interlibrary loan st&tistits.
The questionnaire has been pretested in six Idaho libraries in order to
refine the instrument and eliminate potential difficulties in its completion._
From the Idaho pretest, we estimate that eight to sixteen manhours are
required for the completion .of the questionnaire.

We hope you will join us in this important cost study. If you can

participate in the cost analysis, we hope you will also participate in a
survey of interlibrary loan traffic in the West. Participation in this
second-phase is hot required for the participation in the sUrvey of costs,
but it will 'generate data vital :to interlibrary sharing. This survey
includes the monitoring of a sample of interlibrary loan transactions,
both borrowing and lendin(j.; Over a three-week period. During this'time,
data will be collected on the subject, language, date'iof publicWon,,
turnaround times, locations of lender, or requestor, and the disposWon
of these requests. Every tenth, or twentieth (depending on the interlibrary
loan volume), requests, up to, but not exceeding 125 lending or 125 .borrow-.
ing requeSts, will be monitored during the three-week interval.

Please consider the value of the survey:results for local, state
and multi-state planning when you make your daision. We hope you'll
decide to participate. Please use the enclosed.response form to tell us
of your decision. We would like to have your responses by March 15. .If

you can participate, we will contact you immediately.

EM:ap

Enclosures

4 0

Sincerelpi

Eleanor.MOntague
Project Director
Western Network Project



P.O. Drawer P. Boulder. Colorado 80302 . (303)

) L
Western Interstate Commission for Higher Education

ettitat ottittttottitty ttittt,,,,,tet

February 27, 1976

LETTER OF INVITATION FOR AN IN-DEPTH CASE STUDY ANALYSIS
OF TECHNICAL PROCESSING COSTS AND,INTERLIBRARY LOAN TRAFFIC

The Western Interstate Commission on Higher Education (WICHE) is
conducting Cost and Funding studies to support the development and
implementation of a proposed Western Interstate Bibliographic Network.
These studies are being sponsored by a grant from the U. S. Department of
Health, Education, and Welfare, Department of Education, Office of
Libraries and Learning Resources, with support from ten state library
agencies that participate in the WICHE Continuing Education and Library
Resources Program. A copy of the first issue of the Western Network
Newsletter is attached.

The objectives of these studies are:

1) to determine representative costs of present library
services without network sup-nrt;

2) to estimate future cost ol ,,ary services at various
levels of proposed network support;

to evaluate and compare the impact of a network upon
costs of library services; and

4) to examine and recommend equitable programs of
financial support for an interstate bibliographic
network in the West.

A detailed discussion of these objectives and the Methodology to be used
appears in the Summary of the Cost and Funding Studies Being Conducted for
the Develovment andImplementation ciTM Western Interstate Bibliographic
Network which is enc osed-.

We are inviting you to participate in a major component of these
studies -- an in-depth case study analysis of technical prticessing costs
and-interlibrary loan traffic. One hundred libraries of all types in the
West were selected by a stratified random sampling process (discussed in
the attached Summary) to participate in the cost study. Of this group,
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February 27, 1976
Page 2

twelve are being invited to participate as a case study -- your library
is one of those twelve. Attached is the list showing the libraries in
the sample and the twelve case study libraries.

Your participation will give us valuable data on library costs and
interlibrary sharing that can be used to profile the larger geographic
area, predict future costs, and evaluate the potential impact of a variety
of network services. In addition, we trust that you will find the data
valuable for your local planning. Our staff cost analyst will spend two
days with you and your staff, answering questions, assisting you in any
way, and training staff memebers in the data collection requirements.
Under the terms of the grant, you will receive a stipend of one hundred
dollars ($100.00) for your participation as a case study library. We
will provide you with a tabulation of the data collected in your library.
A final report of the full study will be available by Summer 1976.

Being a case study will involve the following activities:

1) Completing a twenty-five page background questionnaire
that will cover library structure, holdings, staffing,
support services, overhead costs, budgeting, and statistics
and procedures on technical processing and interlibrary
loan.

2) Monitoring activities in technical processing and inter-
library loan. For this, staff in the areas to be studied
will maintain a record of time spent and volume processed
in specified activities during a three-week interval.

3) Sam21ing interlibrary loan transaaions (both borrowing
and lending). The sample will7Tepresent a tenth, or
twentieth, of transactions, depAi log,on intertlibriaryf.
loan volume. The,sample will.notuic 125 lending'
125 borrowing transactions., Dat. ecollected on he
subject, date of publication, tUPnar tice, location of
requestor, or lender, and disposition of request.

Each of the data collection instruments has been pretested in three
libraries in Boise, Idaho, in order to 'refine the instruments and to eliminate
potential difficulties in their completion. From the Idaho pretest, we
estimate that between forty and sixty staff hours are required for the
completion of the background questionnaire (number 1 above) and the sampling
of interlibrary loan transactions (number 3 above). Approximately five
minutes per day are required of each staff member maintaining activity sheets
during the three-week data collection period (number 2 above).

We hope you will join us in this important study. If, however, you
cdnnot. participate in the in-depth case study, we hope you'll participate
in the cost and interlibrary loan traffic survey being filled out by the
non-case study libraries. This would require completion of a sixteen-page

4 2
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Page 3

questionnaire that is an abbreviated form of the background questionnaire.
From a pretest of this shorter questionnaire, we estimate eight to sixteen
staff hours are rz.quired for its completion. There is no stipend for
participation in this part of the survey.

In addition to the abbreviated survey, participants are being asked
to participate in a survey of interlibrary loan traffic in the West. This
includes monitoring a sample of interlibrary loan transactions, both
borrowing and lending, over a three-week interval. This data collection
corresponds to the interlibrary loan transaction data collection outlined
for the case studies (number 3 in the case studies activities list).

Please consider the value of the survey results for local, state
and multi-state planning When you make your decision. We hope you'll
decide to participate. Please use the enclosed response form to tell us of
your decision. We would like to have your responses by March 15. If you
can participate, we will contact you immediately.

EM:ap

Enclosures

4 3

Sincerely,

Eleanor Montague
Project Director
Western Network Project



LIBRARIES PARTICIPATING IN THE SURVEY OF COSTS

IN TECHNICAL PROCESSING AND INTERLIBRARY LOAN

LARGE ACADEMIC LIBRARIES

University of Arizona
Arizona State University
Brigham Young University
University of British Columbia
University of California, Davis
University of California, Los Angeles
University of California, San Diego
University of California, Santa Barbara
Colorado State University

*University of Colorado
*University of Nebraska
University of Southern California
University of Utah
University of Washington
Washington State University
University of Hawaii

OTHER ACADEMIC LIBRARIES

Bismark Junior College (North Dakota)
Montana State University
California State University, Sacramento

*Navajo Community College (Arizona)
*Laramie County Community College (Wyoming)
Clatsop Community College (0).,.gon)
San Francisco State University (California)
Compton Community CollegE (California)
New Mexico State University at San Juan
Valley City State College (North Dakota)
University of Alaska, Ketchikan Community College
American River College (California)
Butler County Community Junior College (Kansas)

-Western Wyoming Community College
Northeast Nebraska Technical Community College
Western New Mexico University
Santa Barbara City College (California)
El Paso Community College (Colorado)
College of New Caledonia (British Columbia)
Miles Community College (Montana)
California State College at Dominguez Hills

*Linn-Benton Community College (Oregon)
Palomar College (California)
Southwestern Oregon Community College
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SURVEY OF COSTS IN TECHNICAL PROCESSING & INTERLIBRARY LOAN Page 2

LARGE PUBLIC LIBRARIES

Los Angeles Public Library (California)
San Francisco City/County Library (California)
San Diego Public Library (California)
Phoenix Public Library (Arizona)
Denver Public Library (Colorado)
Riverside City/County Library (California)
King County Library System (Washington)
Sacramento City/County Library (California)
Santa Clara County Library,(California)
*Seattle Public Library (Washington)

OTHER REGIONAL LIBRARIES

Contra Costa County Library (California)
*Billings Public Library (Montana)
Cochise County Library (Arizona)
Great Falls Public Library (Montana)
Scottsbluff Public Library (Nebraska)
Weld County Library (Colorado)
Coeur d'Alene Public Library (Idaho)
Snoisle Regional Library (Washington)

*Washoe County Library (Nevada)
Fort Vancouver Regional Library (Washington)
North Central Regional Library (Washington)

OTHER PUBLIC LIBRARIES

Sheridan County Public Library (Oontana)
Brush-Carnegie Library (Colorado)
*Clearwater Memorial Library (Idaho)
Provo Public Library (Utah)
American Fork Public Library (Utah)
Forest Grove Public Library (Oregon)
Shoshone-Bannock Tribes Library (Idaho)
St. John's Public Library (Arizona)
Wichita County Library (Kansas)
Rosevile Public Library (California)
Deadwood Public Library (South Dakota)
Bennett County Library (South Dakota)
Lincoln City Public Library (Oregon)
Palm Springs Public Library (California)
Salinas Public Library (California)
Minnehaha County Library (South Dakota)
Lost River Community Library (Idaho)
Oakland Public...Library (California)

*Santa Clara Public Library (California)
McCone-Circle Public Library (Montana)

* Case Studies
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APPENDIX D

ANALYSIS OF SAMPLE AND SAMPLE RESPONSE RATE
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TABLE II.

SAMPLE RESPONSE RATE BY STRATUM -- FIRST INVITATION

STRATUM NUMBER

INVITED

PERCENT RESPONDING PERCENT NOT

RESPONDING

NUMBER OF LIBRARIES

PRESENTLY PARTICIPATING

YES NO

Large Academic 20 80.0% 20,0% 0% 16

Other Academic 21 66.7% 28,6% 4.8% 24

Large Public 10 80.0% 20,0% 0% 11

Other Regional 10 80.0% 20.0% 0% 10

Other Public 22 22,7% 50.0% 27.3% 19

State 17 88.2% 11.8% 0%
15

TOTAL 100 66,0% 27.0%, 7.0% 95



TAB.LE III.

INVITATIONS -, RESPONSE RATE CY MATO ,

STRATUM NUMBER

INVITED

PERCENT RESPONDING

YES NO

PERCENT NOT

RESPONDING

NUMBER OF LIBRARIES

PRESENTLY PARTICIPATING

Large Academic

Other Academic

Large Public

Other Regional

Other Public

State

20

48

14

14

81

80.0% 20N

29.2%

78.6%

71.4g

23,5%

0%

20.8%

16

24

0%

7.1%

45.6

11

10

19

17 88.2% ,11.8% 0% 15:

TOTAL 194 49.0% 26.3%

51

,

24.7% 95
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TABLE IV. INVITATIONS -- RESPONSE RATES BY STATE

STATE

Alaska

Arizona

, California

Colorado

Hawaii

Idaho

Kansas

! Montana

Nebraska

Nevada

New Mexico

North Dakota

Oregon

South Dakota

Utah

Washington

Wyoming

British Columbia

NUMBER OF PERCENT4SPONDING PERCENT NOT

INVITATIONS
YES O

RESPONDING

N

ISSUED

NUMBER OF LIBRARIES

PRESENTLY PARTICIPATING

8

50

14

3

7

18

11

16

4

4

6

15

9

6

11

5

54.5% 27.3%

25.0% 12.5%

50.0%

75.0Z

50.0%

40.0%

44.4%

83.3%

72.7%

40.0%

25.0%

0.%

33.3%

33.3%

.16.7F

18.2%

20.0%

0%

12,5%

16.0%

21.4%

33.3%

28.6%

33,3%

18.2%

62.5%

25,0%

25,0%

1.6.7%

26,7%

22,2%

0%

9.1%

40.0%

60.0%

2

7

25

7

2

5

2

6

4

2

3

3

6

4

8

2
54

1 TOTAL 194 49 26 .3% 24.7% 95



TABLE v. FINAL SURVEY -- STATE ANALYSIS

NU.MBER OF LIB'ARIES IN SAMPLE

State Large Other Large Other

Academic Academic Public Regional

Other

Public State TOTAL

Alaska

Arizona

California

Colorado

Hawaii

Idaho

Kansas

Montana

Nebraska

Nevada

New Mexico

North Dakota

Oregon

South Dakota

Utah

Washington

Wyoming

Br, Columbia

1

2 1

5

0 0

1 1 1

7

1

5

1

0

0 0 0 1 3

0 1 0 0 1

0 2 0 2 1

1 1 0 1 0

0

0

0

0

0

2

2 0

0 2

1

2

7

25

2

5

2

6

4

3

0

0

2

0

0

0

0

2

3

2

3 0

0

0 0

6

4

8

2

TOTAL 16 24 11 10 19 15 95
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APPENDIX E

CASE STUDY DATA COLLECTION INSTRUMENTS

ACTIVITY_SEEETS AND DEFINITIONS

Form 4: Acquisitions Activity Sheet

Form 5: Cataloging Activity Sheet

Form 6: Serials/Periodicals Check-In and
Cataloging Activity Sheet

Form 7: Interlibrary Loan Activity Sheet
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.ACOUISITIONS ACTIVITY SHEET (FORM #4 - DEF N ON CI IT ES

1. REVIEW BOOK ORDER REQUESTS; REVIEW SELECTION MEDIA; SELECT TITLES 70 BE ORDERED; PREVIEW; 'JAKE WANT LISTS: Materials

requested for purchase are reviewed for duplication of barkordered materials or of materials in the collection; professional

literature, bibliographies, etc. are reviewed for possible materials to be ordered by the library; titles are selected

for ordering; publisher or vendor preview materials are reviewed for possible purchase; items for possible ordering

are listed for future review and possible purchase.

2. APPROVAL PLAN PROCESSING: -.Materials received on approval plan are reviewed for possible purchase; if the item is to

be purchased, the item is forwarded for payment processing and record entry; if the item is not desired by the library

the item is prepared for return.

3. TYPE/WRITE ORDER REQUEST CARD: After a title has been reviewed and selected fo.- purchase, an order request card is

created for processing through the acquisi:ions department.

4. PREORDER SEACHING OF AN AUTOMATED OR OTHER SYSTEM (e.g. MCRS, BATAS) RECORDS: Prior to ordering the item requested,

bibliographic data is checked, publisher and price information is gathered from an automated system or other system

reLords. This data may be incorporated into a form for future use in cataloging.

5. OTHER PREORDER SEARCH, AND VERIFICATION OF BIBLIOGRAPHIC INFORMATION: Prior to ordering an item which has been requested,

bibliographic data is checked, publisher and pricing information gathered from sources such as BIP, Fortncoming books,

NUC, LC proof slips, etc. This data may be incorporated intc a form for future use in cataloging.

6. ASSIGN VENDOR AND FUND: A supplier of the material requested is identified and the appropriate fund or eat:writ

to which the item will be charged is assigned.

7. PREPARE MULTIPLE ORDER RECORD: A reCord of the material to be purchased is created, usually in multiple copies

to be used for control of the order within acquisitions and sometimes as a temporary record in the public catalog.

8. TYPE PURCHASE REQUISITION: If not included in the preparation of a multiple order record: a request to be sent

to tne vendor is prepared indicating materials to be purchased, sometimes .list price and bibliographic data, along

with publication numbers or vendor assigned control numbers of materials requested.

9. REVISE, SIGN AND MAIL REQUESTS: The order records and purchase requisitions are examined for accuracy, a;Icl corrected

as necessary. Requisitions are then signed and mailed to the vendor.

10. WORK WITH AUTOMATED SYSTEM FOR ACQUISITION PURPOSES (OTHER THAN PREORDER SEARCHING): A

to produce order records, purchase requisitions, vendor and fund assignment, book fund

of accession lists, producing notification of requestrr, preparation of record invoice

a system is used please specify system in the space provided.

computer system may be used

accounting, preparation

for payment, etc. If such

11. BURST (SEPARATE) ORDER FORMS AND SORT: The multiple order record is separated into appropriate groups for filing

or processing. These forms may be alpnabetized according to the entry to be used in the file for which it is intended.

12. FILE FORMS: The separated order records are interfiled into appropriate catalogs or files. Filing.may be checked

by anotner employee for accuracy of filing, and revised or corrected as necessary.

13. ENCUMBRANCE OR PREPAYMENT ACCOUNTING ROUTINES: The fund assigned to the order is charged for the item to -, purchased

if prepayment is necessary, or the approoriate amount is encureJered from the fund. Payment is then processed and

approved for payment to the vendor either prior or after receipt of the material requested dependfmg upon the policies

of the vendor and tne liorary. ....

14 UNPACK BOOKS; CHECK AGAINST PACKING LIST: The materials requested are received and removed from shipping cover. The

enclosed packing list is then checked against the receipts. Jaterials not received are forwarded to the appropriate

personnel for claiming, and materials not ordered are forwarded to the appropriate personnel for returns.

15. RECEIPT AND BOOK ACCESSIONING RJUTINES: Materials that have been received are checked against order records for

accuracy. Records are then pulled or 8,7n3tated to note arrival of the requested item. Depending upon the policy

of the library; the item may be assigned an accession number a a control of the item.

6, PREPARATION OF ACCESSION LISTS: Materials received are combined into a list of recent acquiSitiOns,accession list

or other document-for either internal library use, or as a public document for the information of the patrons.

17. NOTIFICATION OF REQUESTER: The patron or staff member requesting the item is notified of the arrival of the item.

A standard notification form may be prepared for mailing to the requester, or the requester may be notified by telephone

5 8



8. GIFT ROUTINES: Gifts received from individuals, other libraries, or foundations, are reviewed for possible inclusion

in the librarY Collection. Items are checked to insure against unnecessary duplication. Gift record forms are prepared,

giving source of gift, date of gift, necessary bibliographic information, etc. Letters of gratitude may be issued to

the donor.

19. EXCHANGE ROUTINF: Collections of other libraries, agencies or individuals are reviewed for possible trade of items

within your library collection. This may be a part Of a sharing agreement, in which individual libraries agree to

develop collection in specified areas, and the exchange furthers this development for each library, or a one-time

exchange t1- complete certain series within each library, etc.

20. CHECK-IN, PREPARE INVOICES FOR PAYMENT: The received item is checked against order records, and Lhe record is

annotated to note tne receipt. Forms are prepared to process payment to the vendor for the item and forwarded to

the appropriate accounting division.

. 21. CLEAR IN-PROCESS FILE: Records for items which have been ordered and received are removed from the in-process file

and may be attached to the item or forwarded to another receiving file with no6tions of date received and action taken.

22. PREPARATION OF RECEIVING REPORTS1 Items received and payments processed are entered into an acquisitions report for

accounting or internal purposes.

23. CLAIMS ROUTINES: After a specified period from the time an item is ordered, the vendor is re-queried to supPly the

the item. A claim is then filed in a claims file to control the progress of the item. Replies to the claim are

reviewed, and appropriate action on the reply is taken.

24. CANCELLATIONS ROUTINES: An order which has already been issue4 is c3nceled either due to a duplicate receipt,

unsatisfactory service from the vendor, or a decision not to purchase the item. A notice is prePared for the

vendor, and records concerning the crder are removed or annotated to reflect the cancellation of the order.

25. RETURN RO.:TINES: Items received on a preview basis, approval plan, or in error are prepared for shipment back

to the vendor. Records of this disposition may be prepared and filed or.forwarded to the appropriate section.

26. OUT-OF-PRINT ROUTINES: The library may be notified that an item which has been ordered is out-of-print by the

vendor. The title is then revift.ed for possible alternative action. If the item will not be sought elsewhere

tne appropriate records are annotatPd as. out-of-print ("p.p.") and removed to the designated files for out-of-

print materials. The item may be sought elsewhere from such vendors who supply out-of-print materials if the

title is desired.

27. RfNEWAL: OP rROCESSING: Serials, standing orders, or other long-term order are reviewed periodically for suitability

to the library. If the order is still desired, the vendor is notified of continuation of the order, payments for

the order may be made and records reinstated. This would include renewals also.

28. MAINTENANCE OF VENDOR FILES, VENDOR STATUS ROUTINES, ADDRESS FILES: Files are maintained on the vendors with which the

library deals. These files are updated (new records are typed, revised and filed), and weeded (discontinued vendors

are removed from the files). Changes of address are noted on the appropriate vendor record. Correspondence files

containing interaction between the library and vendor may also be maintained.

29. MAINTENANCE OF ORDER FILES, POSTING INFORMATION: Order files are reviewed for backordered materials. Information
. _

concerning the status of the order may be entered on the order record. Order records are checked to verify non-receipt.

30. FUND MANAGEMENT, STATISTICAL REPORTING: The status of,funds are maintained. Book fund accounting is performed. RePorts

may be develOoed to'indicate status of funds, summarize a record of orders, develop :tatistical data on acquisitions.

:.31. OTHER ADMINISTRATIVE, SUPERVISORY ROUTINES, TRAINING, PROFESSIONAL DEVELOPMENT, UNASIMNED TIME PEER CONSINTATION,

TELEPHONE: Any time spent in supervising personnel within the department, on administrative duties (such as correspondence

staff review, reports, budgeting), training new personnel, conferring with associatei, professional reading, staff or

professional meetings, telephone answering, coffee breaks, or other ron-assigned time for which you are paid. 00 NOT

Include lunch breaks, sick leave or vacation. Do not include time for which you are not paid.

32. DATA COLLECTION FOR THIS STUDY: Enter time spent in filling out this form or reviewing procedures or definitions for

this study in this category.

33. OTHER: Enter here only those tasks wnicn do not fall into any of the above categories. Please specify the activity,

time spent in this task, and volume processed (if applicable).



ACQUISITIONS ACTIVITY SHEET

LIBRARY

EMPLOYEE ID NUMBER

DATE(S)

FORM 4

.(8-10)

(11-15)

ENiEREILOrTHE TIME SPENT AND VOLUME PROCESSED IN EACH ACTIVIITLISTED. ACTIVITYtHEETS SHUULD BE COMPLETED BY EACH EMPLOYEE

FOR EACH WEEK OVER A PERIOD OF THREE WEEKS. AN EMPLOYEE WHOSE WORK FALLS INTO TWO SECTORS UNDER STUDY (e.q. acquisitions and

serials) WILL HAVE TWO SHEETS TO COMPLETE FOR THOSE DAYS IN WHICH HIS/HER ACTIVITIES OVERLAP. ENTRIES SHOULD BE MADE AS A

TASK IS COMPLETED. FILLING OUT TOTAL BOXES ONLY AT THE END OF THE TIME PERIOD FOR WHICH THIS SHEET IS USED. ROUND OFF TIMES

TO THE NEAREST FIVE MINUTES (e.o. 48 minutes should be entered as 50 minutes: 47 minutes as 45 mir.ltes. etc.). DO NOT

INCLUDE LUNCH BREAKS.

ACTIVITY (16-20) TImEilbinutes 21-25 T PR &WTI
in titles selected)

I. REVIEW BOOK ORDER REQUESTS: R:VIEW SELECTION MEDIA:
SELECT TITLES TO BE ORDERED: PREVIEW: MAKE WANT
LISTS.

!TOTAL: !TOTAL;

. APPROVAL PLAN PROCESSING (in titles-apprOved)
!TOTAL: ITOTAL:

(in order requests)
. TYPE/WRITE ORDER REQUEST CARD

)

!TOTAL: !TOTAL:

(in searches). PREORDER SEARCHING OF AUTOMATED OR OTHER SYSTEM
RECORDS (SPECIFY SYSTEM

1TOTAL: !TOTAL:

(in searches). OTHER ?REORDER SEARCH; AND VERIFICATION OF
BIBLIOGRAPHIC INFORMATION

'TOTAL: 1.TOTAL:

(in orders).

----..._
ASSIGN VENDOR AND FUND

TOTAL: TOTAL:

. PPEPARE MULTIPLE ORDER RECORD ti.n orders)

TOTAL: TOTAL:

. TY;:. PURCHASE REQUISITION (IF NOT A PART OF ACTIVITY
(7), ABOVE)

in orders)

TOTAL: !TOTAL:

. REVISE, SIC% AND MAIL REQUISITION
in orders .

TOTAL: !TOTAL:
TO ',iORK WITH AUTOMATED SYSTEM FOR ACQUISITION PURPOSES

(OTHER THAN ACTIVITY (d), ABOVE)
(in orders)

!TOTAL: rrark :
(ir order forms;

11.

,

BOST (SEPARATE) ORDER FORMS ANO SORT

!TOTAL: TOTAL:

(estimated number of forms)12. FT4E FORMS

ITOTAL: MTh:
(in :)rders)

13. ENCUMBRANCE OR PREPAYMENT ACCOUNTING P)UTINES

!TOTAL: !TOTAL:

. UNr-ACK BOOKS; CHECK AGAINST PACKING LIST (in volumes)

TOTAL: /TOTAL.

(in volumes). RECEIPT AND BOOK ACCESSIONING ROUTINES

!TOTAL: rTOTAL:

E. PREPARATION OF ACCESSION LISTS (in volumes accesSioned)

!TOTAL: 1TtTAL:

' 7. NOTIFICATION OF REQUESTER . (in notifications)

TOTAL:
10T. :

6 0



ACQUISITIONS ACTIVITY SHEET (cont.)
FORM f4

PAGE 2

1 . GIFT ROUTINES (PREPARE GIFT RECORD FORM, ETC.) in gifts received)

Mk
19. EXCHANGE ROUTINES

tn exchanges)

1TOTAL: (TOTAL:

(in invoices)
20. CHECK-IN, PREPARE-6-pICES FOR PAYMENT

1TOTAL: inTk
1. CLEAR IN-PROCESS FILE

(in orders receivrd)

1TOTAL: IOTAL:

22. PREPARATION OF RECEIVING nEPORTS NO ENTRY

(in claims handled)

ITOTAL:
2 . CLAIMS ROUTINES

ff5fAL:
111:771724. CANCELLATIONS ROUTINE

(in cancellations)

_TOTAL: Er7L :

25. RETURN ROUTINES
(in returns)

MAT-
in orders)

(TOTAL:
26. OUT-OF-PRINT ROUTINES

170TAL: (TOTAL:

(in continuations)

27. RENENALS OP CONTINUATIUNS PRUCASSIN6

(TOTAL: (TOTAL:

NO ENTRY

NO ENTRY

28.
MAINTENANCE OF VENDOR FILES. VENDOR STATUS ROUTINES,
ADDRESS FILES

29. MAINTENANCE OF ORDER FILES, POSTING INFORMATION

N.

__ITOTAL:

(TOTAL:
30. FUND MANAGEMENT, STATISTICAL REPORTING

NO ENTRY
(TOTAL:

31. OTHER ADMINISTRATIVE. SUPERVISORY ROUTINES, TRAINING,
PROFESSIONAL DEVELaIMENZ. UNASSIGNED TIME (e.g. breaks)
PEER CONSULMION, TELEPHONE NO ENTRY

NO ENTRY

ITOTAL:
32. DATA COLLECTION FOR THIS STUDY

(TOTAL:
33. OTHER (SPECIFY)

(TOTAL: 110TAL:

(TOTAL: (TOTAL:

(TOTAL: o

-FOOTNOTES

6 1

TOTAL TINE REPORTED

(e.g. a normal 8 hour working day contains 1 minutes,
a 40 hour work week contains 3400 minutes)



CATAL,77A11kG 40I70111 S)1EET

NOTE: Reduced from original size

C F STUDY FORM .5

L WRAP' (5-10)_
EMPLO.Et TO NO. T11-16)

...

EN/ER al:Ow 'et IIME 'ANT 400 *IX": TOCES.,ED Ts EACm II%,00. EACLLOF I:ME SPENT IN SERIALS CATATOGING. TmTS

TIME SmOtI.0. It t0IE1T.0 IN FORM .6. 47 71Y1)! $HEF 75 SOMA DE Cotlp:Lqu Er E794 EMPLOYE! FOR 0120M WEL.. OVER A PE0100 OF

'mR:f kl.No. CAI :rI !, TOU: l,'rlah awl LaIaluitcq; SIUDY .111 HAVE 1.0 NHFI7S

I:015 '.0-441. 0,E'IA; 7.-.2,..10 50 MADE A', A !AS, LIIMPTETIO, ETU IND OUT TOTAL ms: s

1.4: END 11-'04 100 kuuNp ;111 TO THI NIAPi sI S MI%U!h .P.1. 4 r ..ov...(d De entered

5.1 e, rqr,te, j, 45 rItn-itr, tc. ry ,,r i if-1,,

IP.=
...1-2,, TIME Iln wl4u!es! . ;1 - ,.,. UN.. 2 ,I. LE',Si.:

RC=t1'21 'HIRT, Ty:STA:HUTT H.INCOMT TTTMS ,o.;..
enye,T

ITOTAL

,In ,ylomes1
Li CARO 00 EON, 0TeI0 CATALOG:NG

MCA'S, ST;t7,

[TWAT
.

ITOTAT

..1...,es,

JT,iF HET 1,T,,s::;;;,1:' .FHIEICATToN

I-0T.,): iTOTA:

7,E,,,0ARPISZ, CAA2 (*.iI FRL,T ..t., ..:j. %,... 4'1 0,...

III:'It. 170!41,

5 0,,:iRM RECi!LINT, ASANC,7NG C4741_0(, cIP:),, .....1.

..: Ps,

:no er t ri 1

17114 .

mAG CAR:, CA ZAHD HT, I,I7, :7,M
,In .io ..114,

11:i741,

a3,;,,,::- 77:/,,'.:;.:17) 41,,MT. %:.,
eFTOIAL

c In volLrre:.

r7,-,101 b,;!..
.:.:..:,..:,:... 77 4,070k11,-.

II!' ,:l. iTOTAL:
Iln a01. N)

0. CA!ALOG:NG f:!7.. Con': US r...4,.:: ..cr'

POOPO! Orli
TOTAL

CATALOGIN.;

,r, 01,1,1C,

11070I. J1040l

/I. CAIAL7J,INGFOOM ATr.11A1E.T., :e.q. SC:.1.- i.,:: 111.)4
E.: 'C..;S; ',7F-". ORD-1 c15, '...!.e"..

...._... ...................... .

.in voluTes

111074)

.1.. .01,eleS

12. 00701E4100 REy!S7ON fi. rerl.,L5I'I;:it o-
cneci 1,1 med.:1,1,,

IT":7:.1 }TOTAL:
in ter.t produced,

3. MAte.:AL P001I.CrION/PE0057)7r.7 ;;.N.,R7NT:v;
CATALOG CAPCS ("10,11Ni 3re7Ird:..1^. 10,.,-; .,
.Arl oll ^PidleIs 1."7P.; ITnik

4, 1/W:IDN ,2E 0404100 1:400: !e.g. Pr.-.1!,,.. ...,

acturai, coree,t1n11

r1 t arn, ,

JTOTAL f10741:

,,,,,,Ate 0, Cdrosi
15.,,ALPtI09E1121110. 10E1:1700 01 CAtAtOG T.ARTI

[MIA!,
)71:-):1,

. MANG CATALOG CARD: 11)10 CATALCL; ,.L. ..1,:
spell .16tT AND F11700 REWAns

...11Isale

:DTAL: 'TOTAL:

7. 4uTeORT77 wOR. L,CrLA,RG 3it't.(1p17, t:.,Et tIl entry)
'''TA'

II.I.. Rt4EPARE AtiD RE'.'700 T.:ACA AT V7.4 .,':, l',..., '','H'ir
.to en1J,PS,

ilf:TAL. TTOTAL'
folu.,,,

19. PREPARE ROOK FOC SrL'..1 F!.:', r`11, ",3,,, 1..t.,4,
DOOk pectet. %tir.P. etL.,

I.r.,101' FrAL,

?O. CATALOG MA;NTENANTE ,replirm; '1,1.
.teerNlerr,ng 11Ie%. 04.

!TOTAL. itOtAE

, -sPECIA, PROJECTS'

ITOTA1 ..17r/11.1

27. SUPERViSION ADmittriTRAt ION, -,4 !NiNG, ufGois
.T1ME. (e,q. bred.,). MEETINGS. POCIr.'.iONAt

DEVELOPMENT, PEEP C:AST'ATATIOS, tELERNONE .

OTAL ITOtAl

23. DATA MAEETION FOP T"I', S'1101

'TOTAL 110121.

24. OTHER (sPEctry:

ITIITAI hoTAT

rOTAL, (TOTAL:

, WAL, cr6TRI

ranwrs

TOTA, TIME. PEoninfo

e.D. a ram-al 5 deur workIng day dortaint 400 1rInute5.

i 40 100. work week contains 3400 oleatek)

6 2



C A I STJDY FG00 .5

ACT1V1.111S

eLd1:11'71..
tt,, it., 4., ,,,,k,,rtton.. or rvell room. ,tens

t^en to ;,7,

,1AAt.e_teG to; t 0- ,A1A1inalne f 1. eta ). ocat frid ata lieonn copy or!) :von. f'11es. MK. on the LC [atilt:L.,. ot prIntej
, i 'ot " to. dat,, focr, ^Ay rotnroL card

;,i "io h.lite,t;',;, and it .0. oo: ta!al

- pt., an . ; ;Op. or cird., art, tre +tee

1 , 1 V . 1 % . ; : , 1 e a z" . !te ..ncf, has f.eee

e 11,1111eit LA ; n; at° ,e; ,na I ,-, Is. Ll ass, at ills., end authortty ..or. t.e.
and .. Aloduate klata are availaple. A cataloaer

V.C ' tItlo ;Jo. rwrvrrIal cardS, i:arri tOPY.

'0. ''''.':"7".c'/7 't o.trtIr.n of an itee In an <mere.
nat.° for,. so !eat , -- - -. tdlated lnedlately

I. 5..;",117;1e0 A11.aeAti,T.; rs oV. . at,d,OG:%.1 1a1.L'EM ef."."11e,'S. ire of an au:of:rated cataloIinp

Srsre, 1..eq 1141111rt' '--' ,." as 71r.0%.1 ~ lo..ate records. Toe olds...Ili:Alton and
t..t . ,a, - e ;oplo. ;dr: . erployed.

to.::::111.:1,7- 'Of le.1-. " ".. o' .: than ls r.ataloqp. !...,/norSelf

....7.%P.AL fl1001..OrlOn'ei,e121.:11.., o'...'11. 1 d La 11"..! and math.), tr seeds are prpri6Ced
mnr ;; .e.tor tO he ased in reprOdoCing

Sets Of ..ntt ,arl", Or a ' A r Ihn sar. ourpOses.
T.Ot roditled cIrd then ',eon .1 o irt .tr.. the typoo: ot card headings,
prfnting or cards. soene 1".1 "1

A.,ESTA074 1:ATALC: f : . l'ed 're at, or ' Ooroes. ne

" 77.."7.; too ne. mein entri and
analit," tare'. 'or eptee . e rn"1,,,1.yrt, ^== ..itndrenn LO update entry.
et:. These cards are err....,.:;c,1 IntA. a.ttsrall; to Cne tcr : letter ot tOe nOrC OP catalog entry

adP.IZ Inn.° O' ,n,'; to eyye culigrour,

OrP.er,

le ill:NG CATALOG r.TA".1" 1,170 CA'Al into alpnabetical
and aCCordinl td rnpoilwi ,,n in ton apprnprinte '1:1,10o.'n', 'on inn cat,1109. lnterf I led
Cards eay be Placee above toe .,... ta 1,0 rno..1 t, another eeployee 'or F I 1111 to then corrected

Or rerlsed and odr.ei

17. A.OtrG.17.T_T!.....eci..17..., Pe: 11el-:.;111, "a, f and at. tatted no oot's entr,'.. :object head,g5,
0-0...S.r.?for.nr,.<. or..or ,",o1 "°. 40°: ... ,A1 thn ratalnn,

l'PEAPT Ay: : :. 1.. . I , en ",.f. mel be prepared

P.P_EF.:717E...GOOr '
"ray Le attanten i' l- ',Oyer ,a/ be attained.

p, aro f da,led witndra.n Or

21. : ;; I. Or ,T n''',' " Oi,Ch o.(1,15Olt

t ion Of COner.,Ion are '-. n'1,. 14.1 pn int; 1,, condo. ted for a opectf

pandenc.... '.<1't roriof ',tin'', on.. 'iir y)nt000ron

ti.rre onosid ererre n T.' SC' 1.1",i, 1141.A'.,

for nn1,,n yOU

fOo Eros Study.,

24, 07.1.1E.,9, Enter nor., tno,,, no,n P0. fa 11 ir A:Mir Latolortf.",
tine spent in tn.; tat., and .10see O''

.coo...)fy the actluity.
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SERIALS/PERIODICALS CHECK-IN AND CATALOGING ACTIVITY SHEET C & F STUDY FORM *6

LIBRARY

EMPLOYEE ID NUMBER

DATE(S)

NOTE: Reduced from original size

(8-10)

ENTER BELOw ThE TIME SPENT AND VOLUME PROCESSEC IN EACH ACTIVITY LISTED. ACTIVITY SHEETS SHOULD BE COMPLETED BY. EACH

EMPLOYEE FOR A PERIOD OF THREE wEEKS. AN EmPLOYEE WHOSE WORK FALLS INTO TWO SECTORS UNDER STUDY (e.g. serials and

cguisitions) WILL HAVE TWO SHEETS TO COMPLETE FOR THOSE DAYS ON WHICH HIS/hER ACTIVITIES OVERLAP. ENTRIES SHOULD BE

',ADC AS EACH TAse. IS COMPLETED, FILLING TOTAL BOXES AT THE END OF THE PERIOD FOR WHICH THIS SHEET IS USED. DO NOT INCLUDE

LUNCH BREAKS. ROUND OFF TO THE NEArsT 5 MINUTES e.y. aB minutes should 'be entered as :3'3 minutes. 47 minutes as 45

IlinuteS. etc.)

ACTIVITY '16-20) TTYI fi,, ,two... (21-25) UNITS PROCESSED (26-34

1. RECEINE, SORT, DISTRIBUTE INCOMING ITEMS (no,entry)

110,AL

-. BIBLIOGRAPHIC SEARCHING in titles)

POTAL: FOTAL:

. OTHER BIBLIO0RAPHIC VERIFICATION (in titles)

UNIU OM
4. SERIALS/PERIODICALS CONTROL

(CHEEK-IN) ON AUTOMATED SYSTEM
CSPECIFY SYSTEM

(in items)

JIUTAL:

(in titles)5. ORIGINAL CATALOGING OF SERIAL TITLES

MAL: (TOTAL:

(in titles)5. SERIALS CATALOGING WITH CARDS OR CARD COPY

Ma: ITGTAL:

(in titles)/. CATALOGING SERIALS FROM AUTOMATED OR OTHER SYSTEM
RECORDS (SPECIFY SYSTEM )

1-: -----:
. CHANGE IN AUTHOR/TITLE ROUTINES

.

(in titles)

PTITTL: FrIM:

. CLAIMS ROUTINES (in items claimed)

FOAL: liUTAL:

(in volumes)10. BINDERY ROUTINES

FOIAL: FOTAL:

11. CANCELLATION ROUTINES in subscriptions .cancelled)

P71171: 'TOTAL:

12. RENEWAL AND ORDERING ROUTINES (in subscriptions)

!TOTAL: ITOTAL:

13. TYPING/REVISING KARDEX RECORDS (in cards)

(TOTAL: ITOTKL:

(estimated number of cards)14. MANUAL PRODUCTION/REPRODUCTION/PRINTING OF CATALOG
CARDS (including preparation, typing of card ano
neadings)

MA1 : FOTAL :

15. AUTHORITY WORK (n0 entry)

liOTAL:

(in invoices)16. INVOICE PROCESSING

'TOTAL: MAL:
7. ADMINISTRATION, SUPERVISION. UNASSIGNED (e.g. breaks)

TRAINING. PROFESSIONAL DEVELOPMENT, PEER CONSULTATION,
TELEPHONE

(no entry)

HOIAL:

8. DATA COLLECTION FUR THIS STUDY (no entry)

ITOTAL:

9. OTHER (SPECIFY)

rUra: 110FAL:

rUPI: ininkl:

w---w-----wM

FOOTNOTtS

TOTAL TIME REPORTED

(e.g. a normal 8 hour working day contains 480 minutes.
a 40 hour work week contains 3400 minutes)
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C & F STOP FORM .6

SERIALS/PERIODICALS CHECK-IN AND CATALOGING ACTIVITIES

1. RECEIVE. SORT, DISTRIBUTE INCOmING ITEMS: Items, mails are received.from acquisitions or mail room. These items are

tnen sorted 'and distributed to the appropriate persons or sections.

2. BIBLIOGRAPHIC SEARCHING: New serial titles are searcned in publisher lists. bibliographic sources, etc. for-cataloging

information to be used in catalogi,e tne title. aibliographic data may be photographed Or reproduced as copy for

cataloging the title.

3. (IT:4E2 SIBLITGRAP.41c '.1RIFIc.Ailut: Other biblipgraonic checking is often necessary for a title which has cnarged

title. publisher ur issjance eolicy several times. Additional verificv.ion nay also te required for analytics,

and autnorit: work.

z. SERIALS/PERINICALS CLO,TOL on AcTOMATLD SYSTEM: Successive issues of serial title wnidh is already

cataloged ie yOur librar., are chedked in iarcer file. system records. or -tner control oT serials. The item

checked adainst the record to insure tnat tNe title is tne same that appears or The record, that pack issues nave

all be, . receive.% etc. A notation, 5.,cr as a cneck mark, or date of iss,e, is made on the record to verify its

receipt. Additional cd-.tinc .hav ci3o ce Performed.

ORISINAL CATA:iSiNS TITLE.: A new serial title which !hi: teen recei.ed by the .library. Descriptive

catalo.prg. subje..t analysis, cl.F.sifization and anal:tics are percoree.' where no LC coo: Or adequate cataloging

data are availap:t. C cat,i1o4er ;:reoar,.:s a wpr'., form, or sheet. to Lie ::5ec: .o typing copy fOr catalo3 reproduction.

input into a automated SyiCer,- or oree.rOn of a karde. record. Preparation t:!' work sheets for ertries into lists

o: serials ,ay clt,o :e .Tone.

0. SERIAL:. CZ,TALOGIND.w17m new serial title or additional coty of a serial title already held by

toe library. is re.ei.eJ. The catalo'mer cl45ifies and describe the title using LC cards. Union List cataloging

ooirercial caraa, or card copy.

:AIALOCI6.6 St,,IALS Ai::C"ATE: 2P. .17,t- RECURDS: A new serial title is searched against the automated

system. If toe title is located, data is manipulatec according to the policies of the library to create a record

or cards for tne title. Pleae specif, syste,e,

3. CHANSE II AUTHUR/TIELS ROcTINES: A serial which. is already neld by the library changes publisher, title, or sponsoring

a.lency. Cards for tne serial catalpg and ,irdes: are pulled for annotation (if a minor change) Or for new cards.

appropriate cross-references, card and kardex revision. cataloging.revision (if required) are made.

a. CLAIMS ROUTINES: An issue of a serial title has not been re:eived in a specified time since publication. The vendor

is notified to supply the item. records are annotated to indicate the issuance of a claim, and a Clain record may be

filed in a claims file. When the item or other notification of the disposition of the request is received, the claim

is pulled and attached to the item or records are annotated to indicate other disposition such as out-of-print, not

155oeC, etc.

10. BINDERY ROUTINES: When a volume is complete, a bindery slip is filled out.and attached to the item. Other issues of

tne volume may be collected from the stacks, and the entire volume, if complete. forwarded to bindery. Records are

annotated to indicate the volume as in bindery.

11. CANCELLATION ROUTINES: Continuation of a serial title subscription is no longer desired by the library. The vendor

is notified to cancel the subscription. Records are annotated to note discontinuance ("closed-out"), and kardex

record may be removed to a 'dead file".

12. RENE4AL AND ORDERING ROUTINES: A serial title is reviewed for inclusion in the library collection. If desired, the

title is ordered from the appropriate vendor and payment processed. A serial title, .already owned by the library, is

renewed after tne prior subscription terminates.

13. TYPING/REVISING KARDEa RECORDS: New serial titles, additional titles, changes in title o,ten require new Kcirdex

records. The kardex card is typed, reviewed, and corrected if necessary.

A. MANUAL PRODUCTION/REPRODUCTION/PRINTING OF CATALOG CARDS: Catalog cards, shelf list, and authority cards are produced

or reproduced for use in the various card catalogs. A master card is sometimes typed, reviewed, and corrected as

necessary. The master copy may then be used for reproduction purposes. Headings May be typed on card sets. Printing

and copying of cards is also included in this category.

S. AUTHORITY WORK: Maintenance and updating of cniforn main entries, subject headings, cross-reference in order to

control and keep current standard headings employed in the catalog.

6. INVOICE PROCESSING: A serial which has been ordered or renewed must have paynent processed. An invoice may be

received from the vendor for payment. This invoice is then recorded in an appropriate record and forwarded to

accounting for payment.

17. ADMINISTRATION, SUPERVISION, UNASSIGNED TIME. TRAINING, PROFESSIONAL DEVELOPMENT, PEER CONSULTATION. TELEPHONE:

Any time spent in supervising persornel within the department, on administrative duties (e.g. correspondence. staff

review,.reports, budgeting, statistics). training new personnel, conferring with associates. professional reading,

staff or professional meetings, telephone-answering. coffee breaks, or other unassigned time for which you are

paid. Do not include lunch breaks, or sick leave, or vacation. Do not include time for which you are not paid.

Id. DATA COLLECTION FOR THIS STUDY: Enter time spent in filling out this form, or reviewing procedures or definitions
.

for this study under this category.

19. OTHER: Enter here only those tasks wnich do not fall into any of the above. categories.. Pleise specify the

activity, time Spent in this task. and volume Processed (if applicable).
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INTERLIBRARY LOAN ACTIVITY SHEET (FORM i7) - DEFINITIONS Of ACTIVITIES

fir

laNNIMMIUMNSI=MNIVIIIIIMINME+!&

LENDING ACTIVITIES

1. RECEIAI1NG REQUEST: A request is received from another library for materials. held by your library. The recuest

may be received by telephone, mail-, teletype or other means Of communication.

2. VERIFYING_REOUEST: Biblionranhic data may be verified to insure correctrress'of entr diver in renuest.

1. CHEDE.INGJERIALS/PERIODICALS CATALOG: Request. s for articles in periodicals or serials rust be checked a4ales:

library holdings. Records of periodical/serial titles (e.o. kardex record, serials lists) are checked to

ascertain the dvai.lability of the item requested.

4. CHECKING CATALOG. LOCATING ITEM. REQUESTED: The library catalog is searched tr locate tne call number or location

of the title requested. Serials nr kardex records ray be cnecked to insure that tne library has thc issuP

re:I:Jested.

S. JEP_LY_ does.not gwn nr cannot.circulatere,a(ested item): After the appropriate records have

been checked, the item is deterrined to be uhavailable thr..ugh your library. Forrs are then annotated and a

response is prepared for tne requesting library. Reply mav be teletyped, telephoned, railed to the requesting.

library.

6. SEARCHING SHELVES, PICK-UP 1TEY PliZESTED: The library shofves are searched to loate the item requested. The

item. if on the shelves, is retrieved for lending purposes.

7. EEI:..K.ING RAGES REQUESTED FOR_COPYINO: Pages are checked to insure correctness of renuest, and corrected where

necessary. Panes are then ra6ed for Photocoey.

1. SENDING TO PHOTOCOPY: The itea is then delivered to photocopy so that the panes requested can be copied.

9. .:11RYING_pAGES.R:QUI.55EO: The pages that are needed .are copied. or microcopied.

In, INnILING_ AND PROCISSING_PAYMEN1 FOR PHOTOCOPY: The borrowind institution. is billed for photocopy according to

the rates established by yourlibrarm, An invoice is prepared, reviewed, ond corrected as necessary. The

invoire is then issued to the borrowing institution. and necessary records maintained. Payment .is then Processed

upon receipt accordinn to the policies of your .library.

11: CHECK7OUT/CIRCULATE ITEM: A card or record is created to indicate borrnwer, title. due 6ate, etc., and filed

with other circulation records. A card.is included with item to reflect due date.

WRARPING, EASTRIBUFING2_PREPARENG.FOR MAIL.: The .tyi or Photocopy is properly wrapped for shipment, addressed.

eta. The item or phntocopv Nay be hand deliverey. mrepared for ressenger service as well.

13. OVERDUE ROUTINES. The item which has been lent to the requesting institution is nverdue or requested by another

Patron. The item is tt,en requestP-a, fror the borrowing .nstitution for return. Records are annotated to indicate

that the itei- nas boon requested. If the item is nOt returned the requestinn institution is billed for the

amount of burc'i,ice of ,'0 item.

14. RENEWAL FOLT.F.1 ',e borrowing institution requests an extension of the loan period. If the eXtension is
or-anted. ci'.:alation records are annntated to reflect the revised dur date.

cLNAAPRINC,.. INsPECTING. RETURNELL.I.T.FMi returned items are received, ,,nwrapped. inspected le insure against

damage, rld thatte appropriate item is enclosed.

16, CHANGING CICULATION RECORDS,/51GCHAPGIN1'. ITEm: Circuldtion records are annotated to reflect the return of the

7tem, and n.t4:cnd is removed fr.ar filPS.

17. ;:fT:JPNEtLIJIM.!;; Thf. afte' discharge, is returned tO 15', appropriate placu on tne shelf

aLi.riertiret 1.r1 f f t7on i ;deer sha, 1 y

RPOCESSING .TAymkN: i I PVIf.E.(.,. I 1 igur 1 ibiAry rhIr," t or lend I na materials fror

rsllection. the borrowing tw,Ittlitn.,n invnt(.ed, onr! gpyn reyeipt of payment, the paynent is priltessed through

,!;r;74,r;dti, CharoPl% dcl.f,f1Trol l'hfir/ pOlfri.

19. ,,TeER LENNIN; ACTIVITIES: Entmr !;..ru,r astiviljw, assn. iated with lending materials to other institutions
and whicn dn not belong in :Inv nt tn,.. above activtties. indicate time spent on this tas,k and units DnnceS%ed
(if ,y;;;;Jicable.)
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BORROWING ACTIVITIES

20. ASSISTANCE To PATPDN: The patron requests materials rict held in your library. The recueSt mustte arC

the immediacy.of the reqUirement most be discerned. The paYon is queried as to alternative materials for .tiie

same topic, etc.

21. VERIFYJ.11G BIBLIGORA2i.IC lNFOPMTU'e The title or item requested is searched tc verify tiblioaraohic infor-aticri.

22. DETERMINING LOCATI(i % (IF !JOT A_PART nr ACTIVITX 21): The title or item requested.'s iearche to locate

which owns the material.

23. COMPLETING FORM, MAILING, TRANSMITTIREf)UtST: A form is completed giving bitHouraohic information, location

information. address if for mail, and regnestor infermeion. The form ic then erepared ior mailird, or

c.frtrarsmittpd vla teletype. telephone or other means oi communication.

24. RiCEIVING_ANONWPADPING.ITEM PFPUF.T.E.: The item requested is received, and re!,T,;e.1 "ro, its

CHECKINr, REQUEST. RLCORDS: Request records are 'searched to locate original request record. Record r* ic
annotated to indicate receipt or record may be attached to item requested.

26. N21TITICATIM OF PATRON WHO PrqqL,ST[o ITEM: A notice is typed, or a phone call made, or other means of communicatior

ic made to notify patron who requested material that the item has arrived in the library.

27. INVOICING , RON FOR ILL SERVICES: If the lending library requests payment for photocopy or service chardc. ao
invoice is prepared for the patron'. Copies are filed in the appropriate files. The invoice is sent to the

requester, cir attached to the item.

n. PROCESSING PAYMENT FOR ILL SERVICES: If the lending librarY requests payment for copying or a service charge,

payment is prepared and sent to the lending library. Apprupriate records are maintained and filed.

29. PRUCESSI11G.0yER1)UES.: If the reguester.fails to return the borrowed item by the due da'e, s/he is notified.

An overdue notice may be issued. Fines may be exacted. Fine payment processing would thee' follow. Correspondence
may be initiated with the lending institution, etc.

30. PPOCES.SING POEWALS: An extension nf the lending tire may be requested by the patron. Correspondence to the

lending institution is then initiated. Typing, mailing. transmittingireguest for time extension falls into this

tategory. Circulation records are updated to indicate revised due date.

3i. CHANGING CIRCULATION RECORDS. otscHAPOING RETURNED ITIMS: An item is returned by the reguestor, for return to

the lending institution. The rect>rd is checked against the item, and return is noted. The circulation record

may be removed in a "dead file" or discarded.

32. RETURNING_IUMLIWPAPPING, ?PLTAPING rop MAILI: The item is wrapped. a label Prei hared and attached to the

;hipping Package.

33., OTHER _BORROWING ACTIVITIES: Enter here any other borrowing activities which do not fall into the above categories.

Indicate the time spent in th'ese activities .and the total number of requests processed (if applicable).

'OTHE?_ACTIV.ITIES

34. ADMINISTRATION, SUPERVISION, PROFESNAL DEVELOPMENT, MEETINGS. TRAINING, UNASSIGNED TIME (e.n. breales); PEER

CONSULTATION, TELEPHONE: Any ti-1,7f 1;,Pf`t in supervising personnel within the department, on administrative duties,

such a; correspondence, staff.re4iew. reports, budgeting, statistics, in training new personnel, conferring with

associates, professinnal reading, %tat' or professional :writings. telephone answering, coffee breaks or other
eon-assigned time for wht.1-1 pi;., ii. ut N not infinite hoish breaks, sick leave or vacation. Do not include
time for-whm.h. ri.; .1712 nut

DA7A_COLiiT.TION rop THI`,Z,TNDY- trw spent in fillinq .;Jt this forv, nr reviewing pi:me:hires ni

f.t.A1/ undo( thir,

Erter here nely thnse '1!. nn: rola:, di!o, I: . II, lending t.mt,.win.1 41 flviff,%, '.ind eh ,h

ds not fall rnder .1r1/ ,f ,JA
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INTERLIBRARY LOAN ACTIVITY SHEET

NOTE: Reduced from original size.

C & F FUDIES FORM # 7-

LIBRARY

EMPLOYEE ID NUMBER

DATE(S)

ENTER BELOW THE TIME SPENT AND VOLUME PROCESSED IN EACH ACTIVITY LISTED. ACTIVITY SHEETS

EMPLOYEE FOR EACH WEEK OVER A PERIOD OF THREE WEEKS. AN EMPLOYEE WHOSE WORK FALLS TNTO;1

interlibrary loan and serials) WILL HAVE TWO SHEETS:TO COMPLETE FOR THOSE DAYSk Il WHIe.,

ENTRIES SHOULD BE MADE AS A TASK IS COMPLETED, FILLING OUT TOTAL BOXES ONLY AT lE EAD BF,.

IS USED. ROUND OFF TO NEARES1 FIVE MINUTES (e.g. 48 minutes should be entered-as s'b mih4

DO IOT INCLUDE LUNCH BREAKS.

(8-10)

(11-15)

MPLETED BY EACH

DER STUDY (e.g.

TIES OVERLAP.

R WHICH THIS SHEET

minutes as 45 minutes).

, .

LENDING ACTIVITIES (16-20) IME (in minutes) (21 25) UNITS PROCESSED (26-30) IP
AS

.

. RECEIVING RE;UEST

: (TOTAL :

. VERIFYING REQUEST

Ma:
1. CHECKING SERIALS/PER1ODICALS CATALOG

rum: rrra ,

CHECKING CATALOG, LOCATING ITEM REQUESTED

MAL: WAL:
5. REPLY (if yoUr library does not own or Cannot

circulate requested item)

fl'OTL: :

6. SEARCHING SHELVES, P1CK-UP ITEM REQUESTED

I o .

CHECKING PAGES REQUESTED FOR COPYING

117517L :

,

(VITAL :

SENDING TO PHOTOCOPY

OTAL: !TOTAL:

COPYING PAGES REQUESTED

11 : 1171111:

. INVOICING AND PROCESSING PAYMENT FOR PHOTOCOPY &

[MAL: ITUTTL:

. CHECK-OUT/CIRCULATE ITEM

[TOTAL:

-

nil2p
. WRAPPING, DISTRIBUTING, PREPARING FOR MAIL

FOTA : ITOTAL:

. OVERDUE ROUTINES

.?

,

1 , i .

14. RENEWAL ROUTINES

117TAL: .11151"AL :

1 . UNWRAPPING, INSPECTING RETURNED ITEMS

frOTAL: FM:
16. CHANGING CIRCULATION RECORDS/DISCHARGING ITEM

PM* PTA*
17. RESHELVING RETURNED ITEMS

7M71. rOTA.:

. INVOICING AND PROCESSING PAYMENT FOR ILL SERVICES

[MAL:

cc
L.,_

9. OTHER LENDING ACTIVITIES (SPECIFY) ,.

.

TOTAL: ITOTAL.:r:
c:7)

I , EMIL____
IT . . ..,..ipTAL:

FOOTNOTES 68'



INTERLIBRARY LOAN ACTIVITY SHEET roah o7

Page 2

BORROWING ACTIVITIES TIME (in minutes) UNITS PROCESSED

-
v,
..,,,

25

.

2). ASSISTANCE TO PATRON f-T6TAL: FEAL.

21. VERIFYING BIBLIOGRAPHIC INFORMATION ITOTAL: (TOTAL:

22. DETERMINING LOCATION
(IF NOT A PART OF ACTIVITY 21) ,

[TOTAL: -ITOTAL:

?). COMPLETING FORM. MAILING, TRANSMITTING REQUEST

ITOTAL: itOTAL:

1

LAI
L.J

N. RECEIVING AND ONWRAPPING ITEM REQUESTED
ITOTAL. 1TOTAL.

25. 'CHECKING REQUEST RECORDS
1TOTAL: 1TOTAL

25. NOTIFICATION OF PATRON WHO RU1UESTED ITEM
[TOTAL. um:

:-.7

<

-

27. INVOICING PATRON. FOR ILL EERVICES

(IOTA.. ITOTAL:

TS PROCESSINC PAYMENT FOR ILL SERVICES
POI,. 1TOTAL:

29
. PROCESSING OVERDOES

17677. 1TOTAL.

3 . PROCESSING RENEWALS
[TOT L: 1TOTAL:

31. CHANGING CIRCULATION RECORDS.
DISCHARGING RETURNED ITEMS. [TOTAL: [TOTAL:

. RETURNING ITEM (WRAPPING, PREPARING FOR MAIL)
TOTAL: 1TOTAL:

.....-

. OTHZR BORROWING ACTIVF; ::: (SPECIFY)

TOTAL: (TOTAL:

=.o
cg ffOTAL: (TOTAL:
CC
LAI=

[TOTAL: _ITOTAL:

OTHER ACTIVITIES TIME (in minutes) UNITS PROCESSED

ea
L.,

3 . ADMINISTRATION, SUPERVISION. PROFESSIONAL
DEVELOPMENT, !1EETINGS, TRAINING, UNASSIGNED
TIME (e.a. breaks). PEER CONSULTATION. TELEROE [TOTAL.

35. DATA COLLECTION FOR THIS STUDY
1TOTA :

16. OTHER (SPECIFY)

jTOTAL: 1TOTAL:

ITOTAL: (TOTAL:

!TOTAL
,.. (MTh:........m

FOOTNOTES

TOTAL TIME REPORTED Li
normal 8 hour working day contains 480 minutes,

a 40 rlur work week contains 3400 mirwtes)
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APPENDIX F
_

PARTICIPANTS'IN ILL SURVEY
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INTERLIBRARY LOAN SAMPLING INTERVAL

Listed below are the institutions participating in the Interlibrary
Loan Survey. For each library, there is a sampling interval listed.. for both'
borrowing and-lending. This indicates the.interval btweeft taggin9 a re-
quest and tagging the next request for monitoring purposes. These interval5
were designed from the available statistics (primarily state librarY sta-
tistics and other library sources). If you find that the sampling measure
used for your library is unreasonable, either because of.the high volume
which you process or because of the limited volume processed, please notify
either Maryann Kevin Brown or Anita McHugh at (303) 492-8188 (call collect).
We will then arrange for a different sampling interval.

INSTITUTION

SAMPLING INTERVAL FOR:

BORROWING REQUESTS LENDING REQUE'....TS

Large Academic Libraries

University of Arizona 1/10 1/10
Arizona State University 1/5 1/5
Brigham Young University 1/10 1/10
University, of British Columbia 1/10 1/10
University of California, Davis.. 1/10 1/1C
University of California, San Diego 1/10 1/10
University of California Santa Barbara 1/10 1/5

*University of Colorado 1/20 1/20
Colorado State University 1/10 1/10
University of Hawaii 1/10 1/10

*Uriversity of Nebraska 1/5 1/10
Univerity of Southern California 1/5 1/10
Univesity of Utah 1/10 1/10
Univrsity of Washington 1/10 1/20
Was:Iington State University 1/5 1/5

Other Academic Libraries

University of Alaska, Ketchikan Lomm. College 1/5
Navajo Comunity College eery
American River College 1/5
Clifornia State College, Dominquel 1/5
California State Univer,jty, Sacramento 1/5

Cmpton Community College evpry one
San Fr:mcisco State University 1/5
Mana State Univer,,ity 1/5

New Mexico State liniveity, San ,?tidn every one
Bis.oark Junior College every one.
Valley City Sta e College evry one
Clatsop Community College every one
Western Wyoming Coneunity College every one
Laraulie County Communty College every one
Western New Mexico University every one.
Lamar Community College ,every one
Palomar College (California) 1/5.
El Paso Community Collec,e (Colorado) 1/5

every one
everyone
every one
every one
.I/!)

pw.ry.

1/!)

pvery one
every one
every one
every one
every one
every one
evei.:, one

every one

1/5 .

.1/5



INTERLIBRARY LOAN SAMPLING INTERVAL (.Contd,) Page 2

SAMPLiNG INTERVAL FOR:
INSTITUTION

Large Public Libraries

Phoenix Publi Library
Riverside Public Library.
Denver Pubic Library
King ecunty.Library.
Santa Clara County Library
Oakland
San Francisco

Other Regional Libraries

Weld County Library
Coeur d'Alene PubliC Library
Great Falls Public Library
Scottsbluff Public Library
Sno Isle Regional Library
Cochise County Library
Washoe County Library
Billings Public Library

BORROWING REQUESTS LENDING REQUESTS

1/5 1/20
.1/5 every one
1/5 1/20
1/10 1/10
1/C 1/10'
1/20 1/20
1/20 1/20

every one 1/10
1/5 1/10
1/5 1/5
1/5 1/5
1/5 ,1/5
1/5 1/5
1/10 1/10
1/5 1/5

Other Public Libraries

Roseville Public Library every one every one
Sheridan County Free Library . every one every one
Wichita County Public Library every one every oneSt Johns Public L/brary every one every one
Clearwater Memorial Library every one every. one
Deadwood Public Library every one eVery one
Forest Grove Public Library every,one eYery one
Santa Clara Public Library 1/5 4/5
Lincoln City Public Library every one every one
Bennett County Library every one every one
Minnehaha County Library every one every one

State Libraries

Alaska State Library
Arizona State Library
California Statc., Library
Colorado State Library
Hawaii State Library
Idaho State Library
Montana State Library

Nebraska State Library Commission
Nevada State Library
Oregon State Library
New Mexico State Library
North Dakota State Library
South Dakota State Library Commission
Utah State Library Commission
Washi-ngton Stafe Library

7 2

of,

every one 1/10
every one 1/10
every one 1/20
every one every one
s_every one 1/10
every one 1/10
every one 1/5
every one 1/10
every one 1/10
every one 1/20
every one 1/10
every one 1/10
every one 1/10
every one 1/20
every one 1/20



APPENDIX G

ILL SURVEY INSTRUMENTS AND PROCEDURES

Form 8: r.nterhbrary Loan Borrower's
lYansaction Log

Form 8A: Interlibrary Loan Borrower's
Transactior; Log

Form 9: Interlibrary Loan Lender's
Transaction og

Form 9A: Interlibrary Loan tender's
Transaction Log



INTERLIBRARY LOAN BORROWER'S TRANSACTION LOG FORM 8

THIS FORM SHOULD 3E ATTACHED TO EVER'f FIRST. FIFTH OR lENTO ILL REQUEST (DEPENDING ON YOUR VOLU.ME OF ACTIVITY) RECEIVED FROM
A PUPON OF YOUO LIBRARY FOR MATERIALS HEL 1:)i ANOTHER LIBRARY, DURING A THREE WEEK PERIOD. STOP AFTER COMPLETING 125FORMS.
OR AFTER THREE WEEKS. WHICHEVER IS FIRST. PLE6F COMPLETE THIS FORM AS FULLY AS POSSIBLE, AFTER 30 DAYS FROM THE DATE OF
PATRON REQUEST, OR WHEN T9: REQUEST IS COMPLETED. W.,ICHEVER IS

FIRST, ATTACH A PHOTOCOPY OF THIS REQUEST TO THIS FORM AND
RETURN TO: M.K. BROWN, WEI:TERN NETWORK INOJELT, WICHE, r.o. DRAWER P, BOULDER. COLORADO, 803027

LIBRARY _

TRA8SACTI1)4 P.m
DATE OF PATRON REQUEST (19-22)

DATE JF DISPOSITION _//__ (23-26)

PHHLICATION_OATA
II. R_E_LFSTED FROM III. VERIFICATION OF REQUEST

A. Tf2e f (Qheck one) (7.%) (agency name) A. Did patron verifl this

I 1

( 1'9,

ouverccent document.

technical Journal

technical report

other non-fiction

classical fiction

popular fiction

non-techncal/pdpular

periodi;:al

aud)o and/or sual material

other (specify)

Publication cute:

C. Language(j

( ) I. English

( ) 2. German

! 1, French

( ) 4. Russian

) Spanish

( ; 6. Italian

1 7. Oth,?r (S;;Pc.ify)

(36)

Call number (If known):

(37-42)

(23-35)

.4. Reason for choice of this agency request? (48)

(check one) (43) ( ) 1. yes

( I. known to ha,,e this item (of ( ) 2. no

personal knowledge)

( ) 2. union catalog indicates agency

has ltem

( ) 3. agency likely to have this

item, you think

( ) 4. your ILL procedures specify

this agency to be used

( ) 5. other (speCi.fY)

B. What type of agency is this?

(check one) (44)

academic library

( ) 2. special library

( ) 3. regional headquarters

( 1 4. other public library

( 1 5. bi'Aliograohic center

( ) 6. other (specify)

C. Location of this library (45,46)

( ) 1. within your state

( ) 2. in another state (specify)

( ) 3. within 25 miles cf your library

i 1 A. within 100 miles of your library

D. Request sent_bj: (47)

1 1. telephone

) 2. teletype

( 1 3- rail

( 1 4. other speclfv)

B. This request wr,c verified

_
1, NUC

2. BIP

3. local/regional union

catalog

4. on-line catalog (e.g.

BALLOTS, OCLC)

5. other (specify)

( ) 6. this request was not

verified

IV. FORM OF LOAN REQUESTED (50)

( ) A. Original

( ) B. Microform

( ) C. Duplicate/PhotocoPY

( ) D. Other (specify)

V. OUTCOME

( ) A. Filled (51)

Delivered by: (52)

( ) 1. mail

( ) 2. courier

) 3. othor (specify)

( ) B. Uilfilled (53)

Was this request

re-requested? (54)

( ) 1. yes

( ) 2. no

( ) C..pendin.2 (55)

PLEW,E INDICATE RILC,w THE TIME WE41 18 RECEIV186 CMS REQUEST FROM TN( PATRON. AND ASSISTANCE- TO THE PATRON, VERIFICATION OF

THI% DFOI:E;T, AND iDCATINO A LINDI16 AGE81Y_ ENTER YOUR EMPLOYEE ID 40NBIR 14 THE SPACE PROVIDED FOR THE TASK WHICH YOU PERFORM.

IF mORE THAN ONE EMPLOYEE PERFOPMS THE TASY FOP THIS REOUEST_LMPLOYIE ID NUMWS FOR EACH STAFF MEMBER PERFORMING THE TASK

SHOoIL) REENTERED, ANC THE TIME RY EACH NOTED SEPARATELY.

N TASy

1. receiving request inl assistance to patron

PlhlicgraphIc verlficatIon

3 . determine loc.ation(if not a part of (2) above) 7 4

Ukt of # 4, RiCEir.1-Y1 rr.r-3f//)



'INTERLIBRARY LOAN TRANSACTION LOG -- DEFINITIONS

PuBLIGATION DATA

1. GOVERNMENT DOCUMENT: A publication produced by an international, federal, state or local governmental agency or
a joint publication of any combination of these.This

may be in book or serial form bearing a government imprint.

Z. TECHNICAL JOURNAL: A journal (which is not a government document) which is directed to a specific group of persons
involved in a specific field of research; a journal which may be produced by a technically oriented oroanization
and rimy contain more than one technical report.

3. TECHNICAL.REPORT: A report (not a government document)
based on research in a specific field and directed to othermwroars of that field.

4. 'THEP. NON-FICTION: Printed works, other than the above, which are factually based. This does not include periodicais.
rr fiction such as novels, poetry, children's stories, etc.

iAlCAL_FICTION: Works of ()reek and Latin authors.

P9PuLAR FICTION: Include here all non-classical adult fiction.

NON-TECHNICAL/POPULAR PERIODICAL: A periodical which is indexed in a common general index. such as Readers Guide.
R. AUDID_ANOOR VISOAL. MATERIAL: Nonbook library materials which may require the use of special equipment in order

to he ',eon ard/or heard (e.g. motion pictures,
audio recordings, fill,strips, slides, overhead transparencies, and

miyed media kits). Sone do not require special equipment in order to he seen and/or heard (e.n. flat pictures,
stady prints, maps, chartrIand names.

4. OTHER All Jiaterials which do not ir lonical manner fit into the above categories.

TYP,E_Oii LIBRARY,

I. ACADEMIC LIBRARY: A nerera) library that serves
an academic community, such as a university, colleoe, or community

college and receives its financial support in part or in whole from the academic
insititution to which it is associated.

2 SPECIAL LIBRARY: A service organized to make desirable
information available to a particular organization or limited

group. Usually such a library is attached to a business, firm, commission, etc.

3: REGIONAL HEADQUARTERS: Ostially a public library designate..., by the state or region as a central processor or switching
center for interlibrary loan requests from the libraries in lioat region.

4. OTMER PUBLIC LIBRARY: A library that serves free all residents of a community, district or region and receives its
financial support in wnole or part from public funds. This includes state libraries, as well. Do not include,
however, regional libraries, that fall into category (3).

5. BIBLIOGRAPHIC CENTERS: A center which processes for the requester interlibrary loans. Such centers include the
Bibliographical Center for Research, Denver and the Pacific Northwest Bibliographic Center, Seattle.

6. OTHER: Include here only libraries or agencies which do net fall into the above categories, for example, school libraries.

TASKS

I. RFC.Eri:NG REQUEST AND ASSISTA1Ci TO PATRON: The patron MA)TS A rfq1lleCt for materials not owned by the lihrary.
The catIon rn,1 ne searched to verify ,.nat the library dues not own. the Item requested. The patron may he queried
is tb wirce wnere this citation a, found, date request is necetsary.

. AIBLIOIPAPHIC VERIFICATION: Tee r.lue'.t is searched to verify 'miry, and corrected 4% appropriate. Source of
verifiratiqr is noted on' the request.

F.0-ther descriptinn, and page numbers (if the requeSt is for an article)
are Y or the description as recessary.

3. DETE"-,.:NE LOCATION: this task Is rot incorporated into bibliographic verification,
sources such as nuc.

nmnn Ists, etr.. are searched to find ar anpropriate lender. Ar automated data hase such as OCLC may also
be sear/nel to locate A lenCtor.

r-

;)



IiTERLIBRARY LOAN BORROWER'S TRANSACTION LOG x8A

THIS FORM SHOULD BE ATTACHED TO EVERY FIRST, FIFTH OR TENTH ILL REQUEST (DEPENDING ON YOUR VCLUML OF ,,CT1V17Y1 RECEIVED FROO

A PATPON OF YOUR LIBRARY FOR MATERIALS HELD BY ANOTHER LIBRARy, DURING A THREE NECK PERIOD. STOP AFTER COMPLETING 125FORMS,

OR AFTER THREE WEEKS, WHICHEUEP IS FIRST. PLEASE COMPLETE THIS FORM AS FULLY AS POSSIBLE. AFTER 30 DPS FROM THE TATE OF

PATRoN REQUEST, OR WHEN THE REQUEST IS COMPLETED, WHICHEVER IS FIRST, ATTACH'A PHOTOCOPY OF TH:5 REQuEST TO THIS FORM AND

RETURN TO: M.K. BROWN, WESTERN NETWORK PROJECT, NICHE: P.O. DRAWER P. BOULDER, COLORADO,.50302.

LIBRARY_ (8-10 DATE OF PATRON REJUEST

TRANSACTION Bo (11-18) DATE OF DISPOSITION

(19-22)

I . PUBL I CAT ION_DATA II. RZQUESTED FROM

A. Tyleof_aublication (check one) (27) (agency name)

(

(

1. doyernment document

2. technical journal

3. technical report

other non-fiction

S. lassical fiction

6, popular fiction

7, non-technical/Popular

periodical

b. auoirs lnd/or visual material

9. othEr (specify)

B. Publication date: (28-35)

C. Landuage(s) (36)

) 1. English

( ) 2. German

f 3. FrCfnch

( 4. Russian

( ) 5. Sthllnish

( ') 6. Italian

( ) 7. Other (specify)

D. Cal) number'(if known)

(37-42)

III. VERIFICATION.OF REJUEST

Did patron yerif this

A. Reason for choice of this agency

)

request? (48)

I. yes(check one) (43)

( ) 1. known to have this item (of

personal knowledge)

( ) 2, no

( ) 2. union catalog indicates agency B. This request was verified

in: (49)hos item

( ) 3. agency likely to have this
( ) 1. NUC

item, you think
( ) 2. BIP

( ) 4. your ILL p rocedures specify

this agency to be used

( ) 3. local/regional union

catalog

( ) 5. other (specify) ( ) 4. on-line catalog (e.g.

BALLOTS, OCLC)

( ) 5. other (specify)

B. What type of agency is "his? ( ) 6. this request was not

(check one) (44)

( ) 1. academic library

( ) 2. special library

( 1 3. regional headquarters

( ) 4. cth,r Public library

( ) 5. bibliographic center

( ) 6. other (spe,ify)

C. Location of_this library (45,46)

within your state

( ) 2. in another state (sPecifY)

) witnin 25 riles of your librar:,

) 4. oiirm 1D0 ,,dles of your library

O. Peouris"_sent_bi:

1. teleOlcrie

2. teletyre

( ) 1. 7-ail

)
4. fl!,.r.

(47)

verified

IV. FORM OF LOAN REQUESTED (50)

( A. Original

( ) B. Microform

) C. Duplicate/photocoPY

) D. Other (specify)

V. OUTCOME

( ) A. Filled (511

Dtiivered by: (52)

( ) I. mail

( ) 2. courier

( 1 3. other (specify)

) S. !..nfir.11,ed (53)

Was thin request

re-requested? .(54)

( 1 1. yos

( 1 ?. no

(
1 C. Po.ndim.;



INTERLIBRARY LOAN TRANSACTION LOG -- DEFINITIONS

PUBLICATION OATA

I. GOVERNMENT DOCUMENT: A publication prouuced by an titernational, federal. state or local dovernmental .auency or
joint publication of any combination of these.This may be in book or serial form bearing a government imprint.

2. TECHNICAL JOURNAL: A journal (which is not a government document) wnich is directed t. o a specific group cf persons
involved in a specific field of research; a journal which m.'.? be produced b a technically oriented organization
and may contain more tha:i one technical report.

3. TECHNICAL REPORT; A report (not a government document) based
on research in a specific field and directed to other

members of that field.

OTHER NON-FICTION: Printed works, other Lhan the above, which are factually based. fnis does not include periodicals,
or fiction such as novels, poetry, children's stories, etc.

S. CLASSICAL FICTION: Works of Greek and Latin authors.

h. POPULAR FICT40N: Include here all non-classical adult fiction.

7. NON-TECHNICAL/POPULAR PERIODICAL: A periodical which is indexed in a common general index, such as Readers Guide.

B. AUDIO AND/DR VISUAL MATERIAL: Nonbook library materials which may require the use of special equipment in order
to be seen and/or heard (e.g. motion pictures, audio

recordinns, filmstrips, slides, overhead.transparencies, and
mixed media kits). Some do not require Special equipment in order to he seen and/or hiirC1 (e.o. flat pictures,
study prints, maps, charts and names.

OTHER All materials which do not in any logical manner fit into the above catenories.

TYPE OF LIBRARY

I. ACADEMIC LIBRARY: A neneral library that serves an academic community, such as a university, college, or community
college and receives its financial support in part or in whole from the academic insititution to which it is associatea.

2. SPECIAL LIBRARY: A service organized to make desirable information available to a particular organization or limited
group. Usually such a library is attached.to a business, firm, commission, etc.

3. REGIONAL HEADQUARTERS: Usually a public library designated by the state or region as a central processor or switching

center for interlibrary loag_requests from the libraries in that region.

4. OTHER PUBLIC LIBRARY: A library that serves free all residents of a community, district or region and receives its
financial support in whole or ;rail from. public fun..1s. This includes state libraries, as well. Do not 'nclude,
however, regional libraries, thai fall intn category (3),

S. BIBLIOGRAPHIC CENTERS: A center which processes for the requester interlibrary loans. Such centers include the
Ribliographical Cente; for Research, Denver and the Pacific Northwest Biblinaraphic Center, seattle.

6. OTHER: Includc here nnly libraries or agencies which do not fall Into the above (atengries, for example, sthool libraries.

7 7



INTERLIBRARY LOAN LENDER'S TRANSACTION LOG
FORM

THIs FnRM SHOULD BF ATTACHED To EVERY F1R!-T, FIFTH OR TE%TH ILL REQUEST (DEPENDING UPON OUR VOLUME OF ACTI:ID) RECEIVED
FROM A PATRON oF YOUR LIBRAO FOR HATE-R1ALs Hflo BY ANOTHER DI:RING A THREE wIFI, PIRIor. STOP AFTEI:. .:'OmPLE-ING 125

FoRms, OP AFTER IKEA WEEKS. Wi1itHEVER IS FIRST, ;1EASE COMPLETE FIII FORM AS FULLY As POSSIFLE. AFTER 3: 74NS FROM THE
DATE PE PATRON REQUEST. OR WHEN THE REQUEST ES COMPLETED. WHICHEVER

IS FIRST. ATTACH A PHOTOCOPY OF THIS RE.:t.1EST TO ThIS FCR"
AND RETURN TO: " K. BROWN. WESTERN NETWORK PROJECT. WICHE. P.O. DRAWER P. BOULDER, COLORADO. 80302_ _

LIBRARY

TRANSACTION L=

CHED, HERE !F THIS IS A
RETIONAL RF311EST

DATE REQUEST RECEIVED BY YOUR LIBRARY

DATE OF DISPOSITION J22_26)

I. ITEM REOOESTEO II. REQUESTING LIBRARY: IV, DISPOSITION OF REQUEST
A. Tipe ghitem (cfecY one

I

l'an!?). ) Filled (S1)
government document A, What tile of librari_.is this?

, (d41 Form of loan made:
2, technical jo;irnJ1

( ) I. academic library, --r-h7;1T
(m originalei

tethnical rovort
( ) 2. special library (' 1 Z. microform

4 dhr nn..,!;t1w1
1 3. regional headquarters t 1 1. dupli,oate/photocopy

fiLtion
( ) 4. other public library'

( ) 4. other (specify)

( ) 5. bibliograohic. renter

( ) 6. other (sp,.:.ify) Seht by;

( ) 5. mail

( ) 6. courier

S. Where is this librar. located? (46) ( ) 7. otlier (specify)

( ) 1, within 25 miles of your library

( ) 2. within 100 miles of your library

,( ) 3. within 400 miles of your library B. Unfilled

( 4 over 400 miles of your library. Reason: 53)

tiopular fiction

run-fecnnical/Popular

U. auolo and/or visual

7116 tIon datP.

C. Language(si 136)

( ) English

( 1 2. 1ifimar.

) .3. Frenfln

) S. Spa!,ish

) italian

) 7. f

, Un.nOwn

D. Lill numt,?r:

i2R-35}

C. Request received by:

( ) 1. Teleohone

( ) 2. Teletyoe

( ) 3. vail

I ) 4, Other (sfincifY)

( ) I. could not identify

(47)
( ) 2. Item rot owned

( ) 3. item ir use

t 1 4, nor-circulating

( ) 5. other (specify)

:11. DIO YOU NEED.TO "-..7.yEy.r.Y_ITEM REQUESTED?

11 1. Ye;

) 2. No

Disposition of reouest:(54

( ) 6. Passed to another library

( ) 7. returned to sender

( ) 8. other (specify)

INDICATE BELOW T,d_ TIME ',PENT IN RECEIVING. VERIFYING. AND CHECKING CATALOG Fnk LOCATION OF Ft I. ITEM REQUESTED. ENTER YOUR

EntOYEE :6 THI PACE ERGVIDED FoR 7,1E. TA24. WHICH YOU PERFORM. IF MORE T-AN ONE EMPLOYEE PERFORMS THE SAME TASK

FOR THIS. REQUEST, EMPLOYEE ID NUMBERS FOR EACH STAFF MEMBER PERFORMING Tiff TASK SHOULD BE ENTERED, ANO THE TIME SPENT BY EACH

SHOULD BE NOTI:,.

TASK

1.

2.

ar
I 1IME (in minutes). EMPLOYEE ID NUMBER 1
w

4.66, ;2..7. (59-63. 67-71. 75-79)

p



1NTERLIBORY LOAN. TRANSACTION LOG2...1 DEFINITIONS

PUBLICATION DATA

1, GOVERNMENT DOCUMENT:. A publication produced by an international . federal, state or local governmental agency or
a joint publication uf any combination of these.This

may be in bbok or serial form bearing a government imprint.
;1. TICHNICAL10011NA A uhirnal (whicii is nOt j government Aocument) which is directeJ to a specific group of Persons

.nyolved to 0 specific field of research; 1 .iournal which nia p produced by a technically oriented organization
aod may .Aritain aiorethan one techntcil remrt.

ILCHNJUAt.RI_PORI: A report ( hot a novernment document) based on research in a specif. ''eln a-a directed to other
opmber., of that field.

A, 'TtilR.NON:FILITON; nther thah the above, which are factually hased.
-r fiction such os novels, poetry, children's stories.

etc.

ah,, does rot incile cer.:a.;a75.

Woris of Greet and La:in 1u:hors..

h. POPULAR fICTION: Include here all nnn-Aassical adult fiction.

7, N(lN:TECLUPOPULAR PERIODICAL: A pyriodiL.al which is indexed in a common general iodey. such. as Readers ituide.

AnD.1 P4Iii V1',UAL MAll PHIL onhool . lit-, materials which may require the use of special equipment in order
..n ic. nr, nAtor heard e. cmtion audio recordinns, filmstrips; sIides, Overhead transparencies. and
m.sed media t.,). Some do nut i ecial equipment in order to he seen and/or heard (e.n. flat pictures.
ctcla crinta maps, chartt and names

a; OrqR All .ac)orials which do not in an/ logical manner fit into the above categories.

TIBE..1.2

1. ACADEMIC. LIBRARY: A general library that -.erves an academic community, such as a university, colleaeor community
college ann receives its financial support in part or in whcle from the academic insititution to which it is associated.

?. t.PULAI_LIIPARY. A service organized to make desirable information available to a particular organization or limited
group. Usually soot a library is attacheo. to a business. firm,

commission, etc.

F. MpliVitf.ARTdR: 'ishally a '!1,rary designated by the ;tate Or region as a central processor or switchinn
center for interlibrary loan requests from the libraries in that rinliOn.

4. .OTIIEA PUBLICJIBRAR1: A iliciarv that serves free all residPnts of a community, district or region and receives its
f:nancial suonnrt in whole or pdrt from public funds. This include, state libraries, i' api 1. Do not include,
himever, regional libraries, that fal' irto .atenory (3).

S. BINIGGRAPHIC27,FOTERT): A Center wrmh prote:ses for tne requester interlibrary Inaos. 'och centers include the
Bitl.ographical Center for Research, PPnver and the

Racific.Northwest. Bibliographic Center, Seattle.

5. t)TULP. Incluge horn Orli lioraries or agprriet which do rot fall into the above catenories, for example. school libraries.

7411,S

BIBL.:0:1DAPn1 ".'EP:.c:CAT;CN: The reouPs .:hected to int.:re apbrnpriate entry and description.
2. CATAL;,,r CDC4T1Nr,: The librar: catdlno is SpArchn to locate the title or item r?guested. The call

lic.,1'Irr is nr"ed or the mrTic";'..
3. r.krECkl%13 DEP:PP:CALS CATALOEI: SPriali/periodicals kar,ink or 'ist is checked to verif./ that the

litrar/ hcilds tne fnnuested. Trn call r,:--hPr or lOcarinn is noIril or thr,

7 c.)



INTERLIBRARY LOAN LENDER'S TRANSACTION LOG FORM #9 A

THIS FORM SHOULD BE ATTACHED TO EVERY FIRST, FIFTH OR TENTH ILL REQUEST (DEPENDING UPON YOUR VOLUME OF ACTIVITY) RECEIVED'

FROM A PATRON OF YOUR LIBRARY FOR MATERIALS HELD BY ANOTHER LIBRARY, DURING A THREE WEEK PERIOD. STOP AFTER COMPLETING 125

FORMS, OR AFTER THREE WEEKS, WHICHEVER IS FIRST. PLEASE COMPLETE THIS FORM AS FULLY AS POSSIBLE. AFTER 30 DAYS FROM THE

DATE OF PATRON REQUEST, OR WHEN THE REQUEST IS COMPLETED, WHICHEVER IS FIRST, ATTACH A PHOTOCOPY OF THIS REQUEST TO THIS FORM

40 RETURN TO: M.K. BROWN, WESTERN NETWORK PROJECT, WICHE, P.O. DRAWER P, BOULDER, COLORADO, 80302

LIBRARY

TRANSACTION

(8-10) CHECK HERE IF THIS IS A DATE REQUEST
REGIONAL REQUEST (18)

RECEIVED BY YOUR LIBRARY ,

/ (19-22)L# DATE OF DISPOSITION

I. ITEM REQUESTED II. REQUESTING LIBRARY: IV.

(

(44)

(46)

DISPOSITION OF REQUEST

A.

( )

( )

( )

( )

( )

( )

( )

( )

( )

Type of item (check one) (27) (library name) ) A.

(

(

(

(

(

(

(

Fill,-:'

1. government document

2. technical ,:.ournal

3. technical report

4. other non-fiction

5. classical fiction

6. popular fiction

7. non-technical/popular
periodical

8. audio and/or visual
material

9. other (specify)

A. What type of library is this? Form of made:

) 1. 0- 1

) 2. microform

) 3. duplicate/photocoPY

) 4. other (specify)

,

(check one)
( ) 1. academic library

( ) 2. special library

( ) 3. regional headquarters

( ) 4. other public library

( ) 5. bibliographic center

( ) 6. other (specify) Sent by: (52)

) 5. mail

) 6. courier

) 7. other (specify)B. Where is this library located?

B.

( ) 1. within 25 miles of your library

( ) 2. within 100 miles of your library

( ) 3. within 400 miles of your library (

( ) 4. over 400 miles of your library

) B. Unfilled
Publication date: (28-35)

Reason: (53)

C. Language(s) (36) ( ) 1. could not identify

( )
C. Request received by: (47) ( ) 2. item not owned

1. English
( ) 1. Telephone

( ) 2. German ( ) 3. item in use

( ) 3. French
( ) 2. Teletype ( ) 4. non-circulating

( ) 4. Russian
( ) 3. vail ( ) 5. other (specify)

( ) 5. Spanish
( ) 4. Other (specify)

Disposition of request:(54
( ) 6. Italian

( ) 6. passed to another libr
( ) 7. Other (specify)

III. DID YOU NEED TO RE-VERIFY ITEM REQUESTED? ( ) 7. returned to sender

( )

I. Yes ( ) 8. other (specify)
8. Unknown ( )

( ) 2. No

D. Call number: (37-42)

( ) C. Pending (55)

8G



INTERLIBRARY LOAN TRANSACTION LOG -- DEFINITIONS

PUBLICATION DATA

1. GOVERNMENT DOCUMENT: A publication produced by an international, federal, state or local governmental agency or
a joint publication of any combination of these.This may be in book or serial form bearing a government imprint.

2. TECHNICAL JOURNAL: A journal (which is not a government document) which is directed to a specific group of persons
involved in a specific field of research; a journal which may be produced by a technically oriented organization
and may contain more than one technicil report.

3. TECHNICAL REPORT: A report (not a government document)
based on research in a specific field and directed to other

members of that field.

4. OTHER NON-FICTION: Printed works, other than tie above, which are factually based. This does not include periodicals,
or fiction such as novels, poetry, children's

stories, etc.

5. CLASSICAL FICTION: Works of rireek and Latin authors.

6. POPULAR FICTION: Include here all non-classical adult fiction.

7. NON-TECHNICAL/POPULAR PERIODICAL: A periodical which is indexed in
a common general index, such as Readers Guide.

8. AUDIO AND/OR VISUAL MATERIAL: Nonbook library materials which may require the use of special equipment in order
to be seen and/or heard (e.g. motion pictures, audio recordings, filmstrips, slides, overhead transparencies, andmixed media kits). Some do not require special equipment in order to be seen and/or heard (e.n. flat pictures,
study prints, maps, charts and games.

OTHER All materials which do not in any logical manner fit into the above categories.

TYPE OF LIBRARY

1. ACADEMIC LIBRARY: A neneral library that serves an academic community, such as a university, collene, or community
college and receives its financial support in part or in whole from the

academic insititution to which it is associated.
2. SPECIAL LIBRARY: A service organized to make desirable information available to a particular organization or limited

group. Usually such a library is attached to a business, firm, commission, etc.

3. REGIONAL HEADQUARTERS: Usu?.11y a public library des;gnated by the state or region as a central processor or switching
center for interlibrary loan requests from the libraries in that region.

4. OTHER PUBLIC LIBRARY: A library that serves fee all residents of a community, district or region and receives its
financial support in whole or part from public funds. This includes state linraries, as well. Do not include,
however, regional libraries, that fall intc catenory (3).

5. BIBLIOGRAPHIC CENTERS: A center which vrocesses for the
requester interlibrary loans, --Such centers include the

Bibliographical Center for Research, Denver and the Pacific Northwest Bibliographic Center, Seattle.

6. OTHER: Include here only libraries or anencies whicn do not fall ivto the above catenories, for example, school lIbrarie

8 1



ILL PROCEDURES

TRANSACTION LOGS AND EXPLANATION

As a staff member, student assistant, or volunteer within interlibrary
loan, you will be participating in a study of interl ibrary loan traffic, in, the
western states. You wil I be asked to record .various types of informOion onevery request, both lending and bor'fowing, which arereceiAed by your
1 ibrary during a three-week period. This information inakedes type, of material
requested, call numer if known, date of publication requested, type-of library
from which or to which this request is sent, and the outcome of the lequest.
There are two log sheets -- agreen one for`torrowing requests andta yelclow
one for lending requests. If you handle a request with one of t.liesb sheets
attached, you should complete any informatid which you can.

Borrowing Requests

The following illustrates the use of the borrowing log sheet to be filled
out on every request received by your department from a patron for an
i tem owned by another 1 ibrary. Basical ly, the staff member records what informa-tion s/he can on any tagged request. The fol lowing description is keyed to the
sample filled-in log sheet on the following pages.

0 Library: Please give the name of' the library in which you are employed.
0 Transaction Btl: If your library numbers its borrowing requests,

then this number should be used here. If your library does not
normally number its requests, an arbitrary and unique number should
be assigned to all requests tagged during the three-week interval
that your interlibrary loan transactions are monitored.® Date Of _patron request: Enter here tthe date (month, day and year)
that the patron requested this item through interl ibrary

0 Date of disposition: Enter here the date (month, day and year)
that the requested item was received by the library, or the date
that the library from which this item was requested informed your
libray it would be unable to s,upply this item.
Type of publication: Check the type of publication (e.g. govern-
ment document) that describes the item requested.
Date of publication: Enter here the date of publication for the
item requested. For. monographs , the year of publication is sufficient.For serials or periodicals, give the month and year of publicationif applicable.

8 2



Language: Enter here the language in which the requested item

was published.

Call number: If you can determine the call number of this publication

please indicate this in the space provided.

(E3)
Requested from: Enter here the name of the library, agency or

bibliographic center from which this item was requested. Please

give a formal name or abbreviation whereby we can identify the

institution.

Reason for choice of this agency: Please check ti';e item which most

closely approximates the reasor you selected this library, agency

or bibliographic center as a potential lender.

What type of agency is this: Please check the type of agency from

which you requested this item.

Location of this library: Please check s many as apply to the

location of this agency in relation to the location of your library.

Request sent by: Please indiLate '..he method in which you communi-

cated this request-to the agency from which it was requested.

Did patron verify this request: Indicate whether the request of

the item as received by your library was properly verified by the

patron.

This request was verified in: Please indicate in what source this

title or item was verified. You may wish to use the ° and / method

to indicate where the item-was searched and also where it was found.

Form of loan requested: Indicate here the form of loan -- original,

microform, duplicate/photocopy or other -- requested by your library.

(16) Outcome: Indicate whether the item is filled (A'), unfilled (B) or

pending (C).

Filled:__Delivered by: If the request is filled (i.e. item (A)

has been checked), please indicnLe the method of delivery used --

mail, courier or other.

Unfilled: Was the item re-reauested: If this request was not

filled (i.e. item (B) has been checked), indicate whether you intend

to request this item from another institution.

After this request has been completed (fillcd or unfilled), or after 30 days

from initiation of this request, whichever is first, please return this :,'uest

to the designated staff member who is responsible for collectin.g forms within

your library. If you need to remove the original request and documentation

for this request for your library files, please attach a photocopy of the

request to this form. The standard ALA form or other standard form is sufficient.



INTERL:1AR). LOAN lii 1RRO.,,ER'S TRANSACTION LOG

UiRM ATTAC!-Ff! TC, =1f7). OR TE%7 (tL. RE2t5 (DEP5NDIN0 r.'N YOUR VOLUME CT ACTIv!Tv RECEIVE"!
PAT"', ,s5 voLR LIRRAL-. eFf71 iIRRA4f, /. 14+P.5E STY.' R:t7ER

OR AFTER THOIE. WEE!.S. CVE 15 r(RST. THI5 FORM AS FULLY V./ POSSIFLE. AF TER 30 3:.,55 Y TIA cA7i
PATo% pfyE5 7. ,,...;/1E7ER Is =IPST. ATTACH A puOTOCOr 74:"..REQ'EST TO 71-!:S F47/Rv

RETI:P., ;;Fsriqs PROJT:-. r.O. DRAwER r, CoLORADO. A1C2.

SLIBRARY _.
TRAN5:V.7n'.

2:47A

of l'utThatifn, f:heck nno1

'0Jrn,11

f:c7.1r,r,

, v.v.! riaterI31

(361

( 1.

2. 7/en-an

5rercn

R,ssiar

:!a:-/r

6r,2A^:

03 DATE OF PATRON

0 PATE nr Disons:7:or,

iI9-22)

!

FS.TED

(agency na-eI

y.isen fnr.. cho.icf of this rzTc:,.

,,'.neck one) (A1

P1. fP!FICAT1r; N_OF_REQUE5T

A. D11 catron verif2 thi,s

re/Lues.t._?

( 1 1. yes

knrwr to have thit, it.r.

. ppr5nnal knowledde)

( ) 2. union catalog indic.ates auerc.Y

has ite7i

I 1. agency likely en have thi

you think

A. ..'cui ILL procedures

this agenc., tu OP used

( ) 5. other (specify)

( )

( )

( )

T1/iu

I.

2.

3.

At

reu.irst w verifici,1

1191

NU':

&IR

local:regional union

catalog

on-line catalcu (e.d.

BALLOTS, OCLC)

.1. What :vile of adency is this'

fheck one) (44)

( ) 5, ether (specify)

) 6. this request wrr: -nt

verified

: 1. aca,e,ie library

2, sf:.ecial library

nhal ne...dnuarters

1 F')PM Oc LOAN REQUESTED (50)

( I A. Original

4. ;.//blic librdr;.
( I B. Micrnfo-m

: center
( 1 0. Euclicate/photecopy

' 5. ofrer (sper'fv)
( D. Other (specify)

L"..7-1./..)(',.

) 1, ,.-nur state

' Z. ..,j

_

) A. F.irlieg (51)

Deliverer! by.

f ; 1. !Pon

,

W,IS this ee/lapy.

,e-requestea?

) 1. yos

2. n,

Pordlno (55)
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Lending Requests

The following illustrates the use of the lending Tog sheet to be filled

out on every request received by your department from another library

or agency for an item owna by your_iltrary. Basically, the staff member

records what information s/ne can on any tagged request. The following

descriptic:, is keyed to the sample fille&-in log sheet on the following pages.

(T) Librar: Please give the name of the library in which you are

employed.

Transaction #: If your library numbers its lending requests,

then this number should be used here. If your library does not

normally number the requests it receives, an arbitrary and unique

number should be assigned tr all requests tagged during the three-

week interval that your interlibrary loan transactions are monitor J.
(3) Check here if this is a regional request: If your library acts a:,

a regional library within your state and this request was received

in your role as a regional lftrary, check here.

ODDate request received by your library:. Enter here the date

(month, day and year) that your library received this request

through interlibrary loan.

(5) Date of disposition: Enter here the date (month, day and year,

that your library responded to this request, either by sending

the requested item to the requesting library or by replying'that

the item was not available through your library.

Type f publication: Check the type of pubcation (e.g. govern-

71ent document) that desLjbes the item requeste .

(7) Date of publication: Enter here the date of publication for.the

item requested. For monographs, the year of publication is

sufficient. For serfals or periodicals, give the month and year

of publication if applicable.

Language: Enter here the language in which the requested item was

published.

(j) Call number: If you can determine the call number of this

publication please indicate this in the space provided.

Reguesting_Library: Enter here the name of the library, agency

or bibliographic center which requested this item. Please give

a formal nam,2 or abbreviaLion whereby we can identify the

institution.



(11) What type of agency is this: Please check the type of agency which

requested this item..

OD Where is this library located: Please check the approximate distance
,

of this agency from the location of your library.

Request reteived by: Please indicate the method in which this request

was trYlmunicated to your library.

a. Did you need to' re-verify this request: Indicate whether the request-

of the item as received by your library needed further verification

on the'part of your library.

(13,) Outtome: Indicate whether the item is filled (A), unfilled (B) or

pending (C).

0-1) Form of loan made: If the request is filled (i.e. item

(A) has been checked), inditate here the form of loan -- origThal,

microform, duplicate/photocopy or other -- made by your library.,

Filled: Sent by: If the request is filled (i.e. item (A) has

been checked), please indicate the method of delive,'

mail, courier or other.

g -Unfilled: Reason: If this reque*,t was not filled Item (B)

has been checked), indicate the reason yo,Jr ;ibrary :las unable

to supply the requested material.

03 Unfilled: Disposition of request: If this request -ies not filled

(i.e. Item (B).has been checked) please indcceA,,Inat 1;brary

did with request (e. . forwarded to ar.:tver

sender, etc.).

After this request has been completed (filled or unfilled), or :rfter- 30 days.

from.the receipt of this request by your librdry, wh4.hever Is first, please
return this request to the designated staff !lembei, Oo is ri.spopsible for

collecting forms within your library. If you nee.:: to remove the or:qinal

request and documentation for this request for your library files, please
attach a photocopy of the request to this form. The-standard ALA form or
other standard -form is sufficient.



NTERLIBRARY LOAN LENDER'S TRANSACTION LOG FORM .9 A

THIS Frq SHE:_0 FE ATTACHED TO EVERY FIPST, Ej'Tn. OR TENTH ILL REQUEST (DEPENDING UPON TOUR VOLUME OF ACTIVITY) RFCE:%F.-2

FROM YOUR LIBRARY FOR MR'ERIALS HELD FY ANOTHER LIBRARY, DURING A THREE WEEK PERIOD. STOP AFTER COMPLE":V;

FORMS, :12 THREE 'wEEKS, WHICHEVR :S F:RST. PLEASE COMPLETE THIS FORM AS FULLY AS POSSIBLE. AFTER 30 DAv' 'ROM E

DATE OF ;'47;:.]/N REQUEST, 0R WHEN THE REQUEST IS COMPLETED, WHICHEVER IS FIRST, ATTACH A PHOTOCOPY OF THIS REQUE5 TO THIS FC;

AND R;; -r: 1-,POWN, WESTERN !ETWORK PROJECT, WICHE, P.O. DRAWER P. BOULDER, COLORADO, S0302

1

,RARY Lnta HERE IF THIS IS A (DDATE REQUEST RECEIVED BY it,it LIBRARY 1
RAS4CT:ON 'EGIONAL REQUEST

(11-17) CE37)-DATE OF DISPOSITION / / (23-25)
(19-2Z;

0

ITEM REQUESTED

A. Tvoe of item cneck ore)

government document

( ) 2. technical Thurnal

) 3: tecnrical eeoort

) 4. other non-Hction

( ) 5. classical fition

) oopular fiction

; ) 7. non-techrizAl/popular

neriodi;-ai

( )

Q. rt'eer (soecify

auJio And/or visual
material

(27)

Pi..bliration date:

) C. Language(s) (36)

( ) 1. English

( ) 2. German

( ) 3. -cn

( ) 4. Rus,-.1ar

( ) 5. ,Spanis'r

( ) 6. Italian

)
7, oid-,er

) 8. UOrinwn

1 ,
) U. Ual1±.71ber:

(2E-

CI)

35)

II. REQUESTIN( LIBRARY: (E) IV.

( )

)

DISPOSITION OF REQUEST

(li-ay.:y name) A.

( )

( )

( )

( )

( )

( )

! )

B.

( )

( )

( '!

( )

( )

)

( )

( )

Filled (E1";

A. What type of library is this? 04) Form of loan Maue:

1. original

;7. microform

3. duplicate/photocopy

4. other (specifY)

itheck one)
( ) 1. acade ic library

) 2. special library

( ) 3. regional headquarters

( ) 4. other public library

( ) 5. bibliographic center

( ) 6. other (specify) Sent Py: (52)

5. mail

6. courier

7. other (specify)3. Where is this library located? (46)

( ) 1. within 25 miles of your library

( ) 2. within 100 mi'es of your library

( ) 3., within 400 miles of your library

! ) 4. .;ver 400 miles of your library

C. Request received by: (47)

Unfilled

Reason: (53)

I- could not identify

2. item not.owned

3. item in use

4. non-circulating

5) rther (specify)

( ) 1. Telephone

( ) 2. Teletype

( ) 3. mail

( ) 4. Other (specif::

Cisposition of request:(54)

6. passed to another library

7. returned to sender

8. oth;+r (specify)

IFI. biL(I)U NEED T) RE-1FRIFY ITEM REQUESTED?

( ) 1. 'es

( ) 2. Ne

( ) C. Pending (55)

8 7
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STEE1N M>UTTLE .WETING

The ;rirst of two schedjied Western -Network Steering Committee meetings convened in Boise,
Icino on February 2-3, 176, under the Chairmanship pro .tem of Dr. Ernest Hartung, President,
Uulidersity of Idsho. Triiveling a total of 22,000 miles from all corners of the West, the .

Steering.Committee:

Reaffirmed the need for a West n Network, and requested that the Project staff-
preoare a long-range plan far the Network's establishment and operation. The
Committee suggested severaT-Projects for the immediate future and endorsed the
staff's effort to provide bibliographic products and services on a Pilot

Endorsed the staff's submission of proposals to funding agencies for projects
that are consonant with the Western Network long-range vian.-

Reatfirmed that the Western NEtWork be oased ormState-levelefundi'ngand
patiein representing-all-types of libraries, with the objectives ..Of strengthening
intrastate library organization, cooperation and self-sufficienCy while facili-
tating interstate resource sharing on an equitable basis. Funding fOr Fiscal

Year 1977 for the Network will be sought through state and institutional membership
fees, and future support may be requested from the state legSlatures.

o Mo.zJ that a proposal be submAtted.to the WICHE Commissioner's to establish,under
the W1CHE aeTjis. a Threctorate.with its own governing board' for,the Westrn Network.

' je,.ten an Executive-Board and Chairwoman .to meet with the .Project staff in de-
lopinn plans and programs for Steering Committee approval.

An H.,etmtiNe Board :.)fs the Steerin(A amimittee was unanimously elected. Dr. Joannej.iArno':

a Comi'-,':,ioner and Actinf,1 Vice-Chancellor for Faculty and Staff Affairs
at borado, is Chaiiwo-in of 'he Board and the Committee. Other Board members are: FL itince

An.rje:-soni.., Director of m,e Dekcta State Library Commission; Gerald A. Rudolph, Dean oi;
Libraries of the Universi; ot ciebraia; p.oderiek_G, Swartz, Washington State Librarian; and
David C. Weber, Directs' 07 Jbraries oT StanTord University, The Board will work

clsey with ,.j)e rroject ,taff, and r.. cheduled meetiines on a monthly basis during the or-

gani.tatipra period the Network.

St,ering Copsiittee lited in Western Network Newsletter, No. i) were present

except for two s:ate lihrariens who at the last minute were called to attend legislative
J:nd an 4PL director who rx4as ill ana sent a representative.. In addition to the Project

staft atending (Maryann Duggarn, Eleanor Montague and Kari Pearson) , the Committee benefited
i'rem Lhe praonce of Dr. Kevin Dunnel 1, General Regional Programs 0..irector of WIC:HE; Alphonse
Trezza. Executive Direct..or for the National Commissiori on Librariesand Infoimdti n Science
(N:.A.L;;; T. John Metz, Executive Director of t'nh Midwest Regional Library.Network (MIDLNET);
and Oscar Head Law Librarian of the Unive.ity of. Colorado. Several observers were
present, :nriuding Eloise Ebert, Ceeqon State. Librarian, Wiiliam Hayes; Director of the Boise.
Public Librry, dne other Idnolibrariens.

.';tat.r.,Crnmiscv:r. for Fdi,,,h..r Eratica:r:r



! ST MO.NTAN!A
IP

Leling Oriz, Directbr of Serviee, t!niverity of Montana Library, arfli
nead of a ....inta'na Library Association i:rnittee to deve.I A enion li,..t.. of serial', for

,HH.?, ha's requested %etwork advice and assistetnce in devee,)ping the union
ar LSC4-tunde,1 ..tatewide eeoject. The Netork et:1ff is makine a survey of existing

union cereals data tetses ftei- pli:pt be a suitable arting point for .geherating a Montana
last. A guigtidi erihciple thL eroject is to develop a serial-, data base that could

L'e merged wi01 (if gJt.. base s urIn) the WLN serials file and with CONSER records.
.. wou:d developi':ent ot a multiestate union serials d..:ta base for the West.

COMMUNICATInNS

W1CHE eersidering membership in the PUblie Service Statellite Consortium (PSSC).
has its aofecedents in the Satellite Technzflogy DemonStration (STD) project of the

;ecky Modntain States that experiment.] witn'the ATS-6 F.atellite in the early
te'pertyvide corrrunicationS (primarily instructiJnal videocasts) to remote areas.

plah, acquire tne equipment left in place at the:conclusion of the SID project and
erotrer-e cHerels on NASA's recently-laumehed CTS t%atellite or other sate|)ites owned

common or seecialized com4;iunications carriers such aS Western Union: le. ; Witherspoon,
and two taff members visited WICHE recently and expressed interest in

:;riHing '.)..tether petential satellite users in the public sector t begin defining their . -

tdrti requ4rements for teltommunications service-:. The Wester Network will work
with this e;rodp to explore appleations for libraries in tee West,

FAST t-OR ILL REQUESTS FROM ACM PERIODICAL BANK_

In keeping 4ith our qoal to encourage evaluation of potential improvements in services,
we tee arranged a pilot project with the ACM tAssociated Colleges of the Midwest) Periodi6I

i7icaten nn the Newberry Library, Chicano. During the pilot project period, which runs
throeqn 'lune 30, 1976, the -3(ankt will grant tree trial associate memberships. Associate
membersh noE-mell) co.)t. S256/year. 'Thus, any western library., either dirctly or through
a biblioeraphic certer, 'iay make use of ACM F, .;ice'; through June without paying any
member eip fee.

The ACM Periodical Eank maintoins.a pon-c)rculating collection of about 2,000 joythals
seiee from all subjert areas including popular tiqblications to provide coverage t:. 'bout
70' 'of re..,..lues7:s. The Newberry Library has a strong sc-4Lection. in the humanities angtko,
American The. r6ank aso.hae access to other m r libraries in the resource-ric

coih as th:j John Crerar, North Suburba Public Libra 4stem, and the university'^
lihrar,e-::, of .Chicago. NorthWestern, and Illinoie. The Bank fills interlibrary loan requests
frer ,ourna: acticiee. from members within how's, if from its own collection', or within one or
mcee days if from another librdry's hHdings. Requests .can be submitted via TWX, telephone,
2r Total response time includng delivery averages. 5-6 days. Charges for the servi,ce

e.re: ]11.) for the first ee sure, and S.20 for each additional exposure; one exposure
fregn,,Iy infeludes two page...

The projec.. neovides western iibraries wiSh an opportunity 'to explore the ad-

.;antagee of suPplementir.g 'their own .F..!rvices with fast ,,,Ielivery 'for periodical articles.

Librdrie e'J,ing on-line reference services should .fing the ALM Petlodical Bank especially

vaidcr.le for t;.eetin.g patron needs fer fast document dljvery. Contact Karl Pearson at 003)

obtain trial ,,,teHiership orto request' more information. The ..lestern.

Ne.',,erk, along with the will. evaluate the results of the project If there is. interest

tntf, service available, jn the West, the Western Network will work wit'i the states,'

'ret'work and.:jbliographic eenters to establish d Perm,-..hent arrangement.

170ST AND FUNDING

Under ,jran, !om the U.S. Offie Education, with ::upport ;, .r. W1CHE

Western CouneiJ of State lftrarians, the W,.'ern Network Prodes conducting cost and

funding studies to support toe developmen ef a wo.Y.ee.n network, while

contributing to research -lc; methodole, ...:..detingand evaluation of librry costs and.network

fuedincj alternatives. Maryann Drewe and Anita McHugh, with assistance from the rest.

of the. Project staff, zitre performing. these studies. The studies have four primary goals:.

0:0



To deterHne reresentative costs of presgnt library services without network suoport;

esti;7:ate ?.:ture costs of library services at various levels of proposed network
support;

To ev,.,.Urate and Hpact ne?w,:,rk support levels cn costs for library
And

9 io rt.-.eend e,Hitabie prearaa.s of financial Aipport for an interstate
OibliHrapn n,qwork in tne'Wes!.

int,..-rlibrary loan ?raffle ('.at will be collected by means of a questionnaire
o' a v?.ratiieo random sarie of 100 librariel:, in the West. The strata ,:or the sample

,,tate 1.ftr.,ry aienjes, acaric libraries, other academic libraries, large
7ibrar'es, miJIti-county "regional" lit.iraries and other public libraries. All libraries

Hto the-, categories, or strata: Have been identified and the sample has been
(_.:raw Letters to participate are the mail to the libraries selected; data

triren` . e `n March. -Twelve-libraries in the sample are being
Invite-i to in a -:.ere rolection effort over a three-week period
tu ?.'or tne varlocs subtask :rivolved in major technical processing

on technical nroL, .sing and interlibrary loan operations
be a-f--ftP bv h"twor support. In addition to basic data on collection size and

develont, :f ac:Hvity in acquisltions and cataloging, and volume and types of
interlrar loan i:ir,actions, tne survey will develop data on cost elements such as direct
labor; -Jupervisor4 latur, sport services, telecommunications, equipment
and The collection instruments developed for-the study will be available for
toe any :itrar o.isning to use them as tools in their own evaluation of internal opera-

In :he f!.1!re, ',he Western Network will offer cost analysis services to members on a ,

-r .:tractud:

Vern ,-onsultant to the Project, designed the sampling methodology. Ronald
1:em.ecoive Director of NELINET, is serving as an evaluator for the studies.

Reports saMle design, data collection methodologie, and funding alternatives will'
he made ayaiLlble they ore readj. Watch for anhJuncements in future issues of the Newsletter..

BAL! OT'S .1--".".' IN

Pr!;r:essing Center is arran.,;ing a trial. of BALLOTS as a means for ob.-

cat!loging data for ,..ate union catalog. .BALLOTS will provide
catalog rec,H-T, ?.or NevAa mdterials on .tape for Input into Nevada's..own catalog file maintenance

(...eny! may WLN progra to create records in MARC format on a batch
mode basi=,.

WFSTP) irTWORK

etw.* documents are availth,le at cost;

; al Potential Comoonent.- for a Western Bibliuraphic .Netwok (Catalog #281,7.1),
ry. 1976, p. S2.50. Bri-efly describes many of the organi7ations arv't agencieS

in the wa=,tern states that might play a role in the NetwOrk, describes the computer-
based Linlographic utjliLies and som,e of the data bases available sfor Network use,
anddisr.usses telecommunftations' renirements .and service's availa :e.

In'itiatinq the Desi:jo and Develoment of a Western Interstate biL; i-olraiHic Network:
Quarterly_Repprt. JulyLSeptember 1975, :01 p. S3.00. Includes shorthistory

'DI: to:: everts leading up to submission of thte proposal. to CLR to design a western
intertate bibliographic networf, (On17 supply available.)

Cost and. .Fundinj Studies of the .Propi sed Western Interstate Bibliographic Network:
Firct Quarterly Report, July-September 1975, :14 p. S3.00, Describes the goals and
c.thon.:. for the studies and summari7es initial dn?jyities. Includes a preliminar?,,

oLliography of library cost literLture (13H citatHns).

Request,: for documents should be addressed to Publications Unit, WICHE, P. O. Drawer P,.
Boulder, Colorado 80302. Please include payment with your 'request:-

.9



N',7',C)P.KS AND BIBLIOGRAPHIC UNTERS MEET

(2.n rtjc 2S, the.,t,,rn %etwork will host a eeting of the directors, for other

dt; i Ho hibli,,,,oraphic centers opratin:.1 in the We.-7,t MIDLNET

f;;H4o Biftlingraphicz-Gouncil, CLASS (California-

fc,r PNK .(Pacific Nor7:hwest iti ii Center),

5L-P, P i a ter ond i,4aShington 1 rrv Netw36.). . The

us,'? of the is to e\plore oreas fur interhetwor cooneratlen ,rnd joint activies.

.7

Th(? will h-: UsI ines for the Network starf. In keeping v,ith Steering

CJ:rTH7.,:? activitie 1.L1,...c a 41:;o1 con,(....ern for establishing long-

an:1 gools and ftr :.!Ov-Hing products and services for. libraries

Activitie

lc.n;:1-terN: netwo!-k plan t'YIP Steering ComHttee requested a

action for the ,Netwc.Irk.

roo:lh,:gdatiors u.7)vernance. melll'ocip and funding

o yi.inc!nt orj:::nizatiOn - tl CowittEr recmwended
Jnder the B iC aecjs, a
board (siHiar t) the National. Center for Higte'

to

tl;re yi..-.;.,weg by the F.xetivE

::1-intact .e roc.is ii (,!-Ier sources for bitCiographit:

1,ne with Cocmittee recome3dation.1 to
produc''..s and srvices.

oflot prOects. -suCh as tho.--=.! in Montaoa.

oth--.2r r:etwc..!'7. and H hi i LzrlterO ope,at-1 in CrP

to identify aeo of ir,L;tual cooperation.

cinO mc:r new resarch ond development projects.

,'Ir if .,'ou would 'fte to

t.6:! l'.1(.ntaque, Project

. . Drawer C, Boulder. Cgior,Ao 80301,

WE:: TERN

1-.111F'"NETWORKri 2I'4

P C.

C...;g:21,i Tct ion

IJ. .;. POST AGE

P A I D D
BOULDER, COLO.
Permit No. 277
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,SUMMARY OF BUDGET AND EXPENDITURES FOR uspE COST & FUNDING STUDIES GOO 7500741

* = money allocated from Core Program ($1,300 Equip Purch. 8"$2,961 Indirect Costs), not USOE Funds

I ITEM ALLOCATION

21,495

'EXPE NDITURES

To 12/31/75

6,006.51

JANUARY

EXPENDITURES

1,939.42

FEBRUARY

EXPENDITURES

, 1,949,16

MARCH

EXPENDITURES

1,949.16

EXPENDITURES

JAN-MARCH

5,837.74

', 71,

EXPENDITURES!

11,844.25

_ _

1

BALANLE

9,650.75
131 Sa1ries-Exempt

2 Salaries-Non Ex
3,500 77.86 12.72 12.72 90.58 3,409.42

4 Contract Hrly
.

-

05 Vacation Ben.. 597,52 162.52 138.52 898.56 898.56 .(898.56)

,

07 Staff Benefits 3,594, 851.81 271.52 272.88 '274,66 819.06 1,670.871 1,923,13

26 Intern Stipend

127 1Consultant Fee
8,000 1,600.00 225.00 I 225.00 1,825,00i 6,175.00

28 Subcontracts 6,200 - - - - - 6,200.00

29 Data PrIcessini !

130 TravEl-Staff 1

500 - 2,62 2.62 2,621 497.38

6,017
986.21 103.63, 204.45 292.83 600.91 1,587.121 4,429.88

.31 Travel-RelOcate ,
1

1

132 Travel-Corsult 2,850
.

461.41 101,41 104.41 565,82, 2,284 18
.

.11 Traual.nrilor 313.88 1 313.88 1313.PE,
34 Travel-Trainee - - - - . -

45 Publications 182 10.52 1 34.27 23.32 151,99 209.58 220.10 (33.10)

1

" 53 Office Rent
.900 357.43 1 90.41. go 41 90.20 271.02 623.45 271,55 .

64 Phone Equip
872, 198,42 1 49.43 49.43 ,49.43 148.29 346.71 1 525.29

.

55 Phone Toll
822 74.11 24.82 104.93 34.55 164.30 238.41 1 583.59 1

1

58 Postaae
300 35.92 1 17.34 15.68 ',75,32 108.34 144.261 155,74 ;

50 Meeting Exp
- 60.07

1
60.07! (60.07)

161 ,3f:'ice Supplies
333 173.63 1 133,22 55.42 105.16 293.80 467.43 . (134.43);

:.64 Copying
400 482.01 36.64 40.65 244.03 321.32 803,33 (403.33

!65 Other Exp
1,328 564.30 32.17 133.64 240.46 406.27 970.57 357,431

56 Train Matrls
. . . . .

]

0 Equip Purchase
1 300 132.52 . . . 132.52 1.1167,481

HTAL DIRECT COSTS
58,593 12,386.6 3 659.80 3,102.49 3,661.65 10,423.94 22,810.55 35,782.45

99 Indirect Costs
10,803 2,341.00 876.00 772.00 772 00 2,420.00 4 761.00 6,042.00

GRANT TOTAL
69,396 14,727.6' 4,535.80 3,874.49 4,433..65 12,843.94 27,571.55 41,824.45

94



A.

ATTACHMENT TO FINANCIAL REPORT FOR USOE GOO 7500741, PROJECT NO. 475AH50102

JANUARY 1, 1976 to MARCH 31, 1976

Salaries, Wages, and Employee Benefits

Ms. Maryann Duggan, C&F Project Director (10". F.T.C. on project at annual salary of 525,404.

Work started on project 7/1/75.) WICHE tahe Item 01

Maryann K. Brown, C&F Cost Investigator (100' F.T.E. on project at

Work on project began 10/1175.) WICHE Line ',tem .01 .

annual salary of $16,350.

Anita .Mchugh, C&F Research Assistant (54.62/hr., approx:imately 20 hrs/week. Uork on project

began 11/10/75.) WICHE Line Item 01

Clerital help (part-time)

Employee Benefits

B. .00T111.t:°e

Palmour

-

1/17-24

2/2-3

2/17-19

2/24

Total,.Salaries. Wages, 8. Employee Benefits

Review of data collection forms and sample design (11/5,12,18,20,21) per

contract

Eleanor qortague
Bldr,-Reno

Maryann Duggan
BldrA_exington

(laryann Duggan

Bldr.-Chicago

Maryann Duggan
Boulder-Boise

Eleanor Montague

Bldr.-Seattle

Eleanor Montague
Gldr.-Pierre

Total Consultant Fees

To meet with Joe Anderson, Chairman
of Western Council to revjew role as
Project .Director- 759: Core, 259: USOI

Conduct Western Ci..uncil Caucus (at COSLA

meeting) 70' flore,..30.: iSOE

Attend ALA Winter Meeting 50Y Cure.

25'. CLR, 25 USOE

Conduct first meetInci'of Western
Biblioloraphie.Network Steering%
Committee - 259: Core, 50 CLR,

USOE

Attend PNBC Board Meeting :-. 25Y, CLR,

75 USOE

Discuss with Vince Anderson, State Librarian,

in-depth study of state.libraries and brief
him on Steering CoRmittee meeting in
Boise, which he was unable to attend

50' CLR, 50 C&F
^

Refund (flight Change)

Total Travel

Third Quarter

$ 634.98

4,087.50

1,125.00

12.72

1 '07 . 88

7,568.08

S 225.00

Transp. Living Total

52.20 52.21 104.41

100.00 25.00 125.00

52.70 61.98 Ild.68

50.50 39.27 89.77

196.21 39.58 235.7.!k

(21.37)

57.04 57.04

(21.31)

430,24 275.08 '705.32

' In a mi.. _o to Paul Janaske from Eleanor A. Montag (attached) justification and 'request for retroactive per-

sonimi allocation was made: to account for time spent by Eleanor Montague and Louis'e Martin..during the Quarter.

Eleanor Montague's Y.ravel was arctirdtely charged.



Western

P. O. Drawer P. Boulder, Colorado 80302 (303) Y4X411XVIIVN
492-8150,.

WILCO Western Interstate Library Coordinating Organization

Li

J-1__J
Inters ate ConunIssion lor Higher Education

are pt.,1 111C111,17.1V

May 13, 1976

TO: Paul Janaske, Chief, Library Research 8, DemOnstration. Branch, Office of
Libraries and Learning Resources, USOE

FR: Eleanor A. Montague, Program Director

RE: MINOR ADJUSTMENTS TO USOE GRANT GOO 7500741, Cost and Funding Studies

In a separate correspondence, Maryann Duggan requested .(1) a tr.::hsfer of Principal
Investigator responsibilities from Maryann Duggan 'to. Eleanor Montague and (2) a
90-day no-cost extension.

The staff has just finished an exhaustive review of current status and future tasks,
and is comfortable with the fact that the project will be completed within the 90
days and at no additional cost.

We do want to make adjustments in the personnel 'salary allocations for the grant.
For the period 1/1/76 through 5/31/76, no charges were made against the grant for
Eleanor Montague, Project Director, and Louise Martin, Secretary, eveh though time
was spent on the project. We propose to make a retrospective adjustment for the
period 1/1/76 through 5/31176 to:

Eleanor Montague 102

Louise Martin lO

We propose to carry this allocation forward throughout the duration of the grant.

We project, through August, a sum of S154 left to finish up the final report.

Thank you.
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cc: W1CHE Staff: Kevin Bunnell, Don Morrow, John Staley.
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RECORD OF DISTRIBUTION OF THIS REPORT

Total Number Of Copies Printed: 35

....

USOE, Office of Library and Learning Resources .(5)

Letters have been sent to the following people asking them if they want
to receive copies. This is a departure from previous procedures.

Western Network Steering Committee (21)

Norman D. Alexander, Oregon
--Kenneth S. Allen, Washington
Joseph J. Anderson, Nevada
H. Vince Anderson, South Dakota
Joanne E. Arnold, Colorado
James H. Burghardt, Oregop
C. Edwin Dowlin, New Mexico
Roger K. Hanson, Utah
Ernest W. Hartung, Idaho
K. L. Janecek, North Dakota
Helen M. Miller, Idaho
Edythe Moore, California
Richard J. Neuman, Kansas
G. A. Rudolph, Nebraska
H. Theodore Ryberg, Alaska
Basil Stuart-Stubbs, Canada
Roderick G. Swartz, Washington
Eda Taylor, Arizona
Margaret Warden, Montana
David C. Weber, California
William H. Williams, Wyoming

WILCO Western Council -

Members not on Steering Committee:

Richard B. Engen
Marguerite B. Cooley
Ethel Crockett
Alao Jacobs
Eloise Ebert

Other Western State Librarians (6)

Richard J. Wolfert, North Dakota
Jane T. Geske, Nebraska
Ernestine Gilliland, Kansas
James Buck, Colorado
May Chun, Hawaii
Russell L. Davis, Utah 9 9



Other Western ARL Library Directors (15)
H. William Axford, University of Oregon
Page Ackerman, University of California, Los AngelesLeMoyne Anderson, Colorado Stitt, UniversityDonald Davidson, University of Cdlifornia, Santa BarbaraRichard M. Dougherty, University of California, BerkeleyJohn R. Haak, University of California, San DiegoRoy L. Kidman,

University of Southern CaliforniaBernard Kreissman, University of California, DavisDonald W. Koepp, Arizona State UniversityW. David Laird, University of ArizonaLeo Cabell, University of Colorado -

Donald Nelson, Brigham Young UniversityMarion Milczewski, University of WashingtonG. Donald Smith, Washington State University.James Ranz, University of Kansas

Western Network State Design Team Chairpersons (13)

Others:

Alphonse Trezza, Executive Director, NCLISHenriette D. Avram, Chief, MARC Development Off:ce, Library of CongressPaul Janaske, USOE Program Officer
tura Cdrrier, Director, Pacific Northwest Bibliographic CenterDonald Simpson, Director, Bibliographical, Center for ResearchSheila Thornton, California State Library Union CatalogMary Jane Reed, Washington Library NetworkHank Epstein, BALLOTS
T. John Metz, Executive Director, MIDLNETOscar Miller, Head Law Librarian,

University of ColoradoKevin Bunnell, Director, Division of General Regional Programs (WICHE)
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